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Introduction

nel

“Hello & Welcome”

My name is Patty Peterson, | |

am your instructor for this 2 day |
HRMS Maintain Payroll Master

Data.
QSecurity OMessages:
U Vending g?,;;f;?e;g(e;ncy
Machines & gency
Water QBuilding
QRestrooms Evacuation
Turn Off ! g

O Computers for
use

Before we get started — let’s talk about
the room and facility we are in today.
Read the Announcement Sheet.

Schedule

U Breaks in the a.m. Flexible
O Lunch we'll aim for 11:45 - 1:00pm
U Breaks in the p.m. Flexible

Introductions - Participant

Q Ice breaker

U First Name*, Agency, Other HRMS
classes & when

Intention of class

U This training will teach you the correct
procedure for entering tasks into Human
Resource Management System
(HRMS).



Training Materials

The following training materials and tools are used:

» HRMS Training Guide: Designed to introduce you to HRMS
navigation terms and concepts and to provide the necessary
information to complete the activities and exercises throughout
the course.

» HRMS Activity Guide: Designed to provide you with activities
and exercises that help solidify your understanding of concepts
learned in the course and also provide you with an opportunity
to use HRMS.

WSD Personnel

* HRMS Training Guide

This document which contains PowerPoint slides and notes of all of the
content covered in class. It is also used as a training manual.

* HRMS Activity Guide

The accompanying Word document that details all the scenarios and data
needed to perform an activity in HRMS.

Types of activities in the Activity Guide include:

Demonstratio Trainer performs activities while
n participants watch.
Walkthrough Trainer and participants both
perform activity.
Exercise Participants perform activity and
ask questions.




Training Tools

= HRMS On-line Quick Reference (OLQR): On-line help
that provided you with step-by-step instructions designed to
help you complete tasks in HRMS.

3 state of Washington HRMS OnLine Help Center - Microsoft Internet Explorer

e Edt vew Favortes Toos Hep
Qiacxk - © - ¥ [&) @ POsearcn Fravories @ R~ 2 @ - [JE B

ddress | @) hitp:/fwin-shrweb.dis.wa.govolgr/nav/ndex.htm v Boo Liks ]

HR On-Line Quick Reference
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ierse > I essesse Il e == T

Welcome to the State of Washington HRMS OnLine Help Center!

The OnrLine Quick Reference (OLGR) contains instructional materials to help you perform day-to-day tasks in the
Human Resource Managernent System (HRMS). It is organized by functional areas, search options, and other resources
Click the About button to learn more on how to use OLQR and locate information

Functional Areas Search Options Other Resources

+ Organizational . .
Management HRMS Reports Customer Support

+ Payroll Processing +Job Aids A-Z - updatedi ¢+ Careers Web site

+ Personnel Administration + User Procedures A-Z + E-Recruiting

+ Time Management < Empleves Self
Service

Updated: 1110108 Note: Open Web st in new window

Website address: http://win-shrweb.dis.wa.gov/olgr/nav/index.htm 5

HRMS Job Aids
Quick access to relevant HRMS information.

HRMS OLQR

» An online help tool that contains user procedures and process flows to
be used during all activities in the training.

+ HRMS also contains Context Sensitive Help. When accessing the Help
feature while working in HRMS, the OLQR will display procedures related
to the transaction the user is currently working in.



Training Tools (con’t)

= HRMS Job Aids: Designed to provide you with reference
materials so you can quickly access relevant HRMS
information.

HR Accessing HRMS

T
B
HRMS Basics
HRMS Screen Elements
|

General Reporting

= The following job aids are available to
you on the OLQR and are applicable
to Maintain Payroll Master Data:

— Accessing HRMS

Basic Nav (HRMS Basics)
General Reporting

Maintain Payroll Master Data
Employee Hiring and Processing

Instructor — Refer to the associated job aids and point out what
you can find on each one.

= Explain other course Job Aids.

= Announce that we are no longer providing copies of job aids to
class participants. The binders are to remain in the
classroom.

= Job Aids can be accessed and printed from the OLQR if you
chose back at your desk. There is a procedure titled “Printing
User Procedures on the OLQR".

= While you are in class, you can view the job aids found in the
binder on your desk. Again, the binders must remain in the
classroom.
*» The binders must remain in the classroom

= Job Aids can be accessed and printed from the OLQR if you
chose back at your desk.

= There is a procedure titled “Printing User Procedures on the

OLQR”.
= Job Aids are printable sheets that include frequently used:

+ Transaction Codes

* lIcons

+ Infotypes

* Important Dates/Schedules

» Examples



HRMS Content Organization

Transaction (folders) / Infotype (documents)

Display HR Master Data Personal Data (0002)

(PA20)

Functional Areas (drawers)

— I + Payroll

* Personnel Management

|
-3_ « Time Management
-
¢

+ Org. Management
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»  This picture illustrates how content is organized in HRMS.

Look at HRMS as a filing system where HRMS is the file
cabinet.

»The drawers of the file cabinet are different functional areas
(e.g. Personnel Management).

*The file folders are the different transactions that an end user
can perform (e.g. Display HR Master Data — PA20).

*The documents in a particular file folder are the infotypes that
allow an end user to complete a transaction e.g. (Personal
Data infotype 0002).

8
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Course Objectives

= Upon completion of this course, you should be able to:

— Describe an overview of how employee payroll information
is created and maintained in HRMS.

— Identify new terms and concepts specific to payroll master
data creation and maintenance in HRMS.

— Create and maintain an employee’s payroll master data.
— Understand the benefits enroliment process.

— Assign recurring and single payments and deductions

— View Reports

— Locate the OLQR

WSD Personnel

Instructor — Hold a brief discussion of participants’ expectations
and objectives. Explain these objectives are for the entire course.

We do not talk about Payroll Processing Days in this course, we
cover maintaining payroll master data.

This course details where the HR (Personnel Administration
Processor) left off and Payroll (Payroll Processor) takes over.

*Completing the hiring process
*Establishing benefits information




Section 1
Maintain Payroll Master Data
Overview

WSD Personnel




Maintain Payroll Master Data Overview

B Upon completion of this section, you should be able to:

— List the terms used in maintaining Payroll Master Data

Describe the roles in HRMS as they relate to maintaining
Payroll Master Data

Describe Effective Dating

Explain the definition of Payroll Master Data

List the triggers for creating and maintaining Payroll Master
Data

Hn 10
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New Terms

Transaction Code

Is a code corresponding to a specific transaction.
Users can access transactions either by using the
menu path or entering the transaction code.

A transaction code can contain up to 20 characters
and should always begin with a letter. Permitted
characters are letters A-Z, numbers 0-9, and the
underscore _.

A transaction code is entered in the Command Field

Display HR Master Data

rdata Edit Goto Ext

Zadl &

WSD Personnel 1
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New Terms (con’t)

Infotypes Infotypes are used to group related data fields
together.

A They provide information with a structure,
facilitate data entry, and enable you to store
data for specific periods.

To the user, infotypes appear as data entry
screens. They contain whole series of
information (for example, last name, first name,
date of birth) that you enter in data fields.

Infotypes are accessed by the role you are
assigned.

During an action?, infotypes are grouped
together to help the user navigate from screen to
screen automatically. Therefore, there is no
need to worry about missing required data fields.

’ 1Actions are system tasks. We will discuss the New Hire action in detail in Section 1.

HR 12
WSD Personnel

Infotypes

Infotypes are like documents in an employee’s (electronic) personnel file.

This is a screen that is used to enter employee information and to group
related data fields together. It provides audit trails and data for reports
and history.

* In HRMS a set of data is grouped according to subject matter.

+ This enables users to process employee data in an effective
structure in accordance with business requirements.

» The data structure of infotypes follows a logical set of data
records. Infotypes can be identified by their four-digit keys, for
example, the Addresses infotype (0006).

» To facilitate reporting on past employee data, infotypes can be
saved for specific periods.

» The following functions are used for infotype records:

+ Create = Change
+ Copy = Delimit
* Delete

Infotype data is used to perform tasks in HRMS, including:
» Hiring an employee
+ Storing employee information
+ Viewing employee information
Required, Default, and Optional fields vary by infotype.
Infotype access is based on each person’s role.

Infotypes are an important way in which to organize employee data since
they divide information into specific areas such as Addresses (0006) and
Personal Data (0002) and group required infotypes together to help
navigate from screen to screen.




New Terms (con’t)

Start Date This is the date on which a record begins.

End Date This is the end date of a record.

The end date often defaults to 12/31/9999.
Verify this is the desired end date prior to
saving the action.

Delimit Date This involves setting an end date for a record
when it will no longer be valid. Delimited
records are retained as an historical account.

Hn 13

12/31/9999 means that there is no end date.




New Term and Concept

Effective Dating | Assign start and end dates to employee information in
HRMS.

You can enter information into HRMS at any time,
before or after the employee information changes.

to2Eoes Use CAUTION when using effective dating specifically when
6 7 8 9 10 11 12

5415 o working on employee New Hires and Appointment

20 21 22 23 24 25 26 Changes.
27 28 29 EF 31

» Although effective dating is beneficial to
agencies, be aware that back-dating could

5 - adversely affect other components in HRMS.
345 67 89 » If the employee did not start on the date that
10 11 12 13 14 15 16 . .
1 a2 2m 23 was entered into HRMS, there are procedures in
24025 2 27 8 2 the OLQR that outline specific scenarios.

By back-dating an employee’s personnel action it can
cause complications in payroll if it has been
processed and even if the employee has no earnings
for that pay period.

Hn 14
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*These procedures are in the OLQR and can be referenced on your desktop
and provide step-by-step instructions.



Effective Dating Example

June 7t — Marsha, the Personnel Administration Processor,
receives notification of Kevin’s retirement

Start Here
June 1st June 9t
Kevin hands Marsha
a letter to his enters
supervisor d Kevin's
detailing his retirement
retirement & into HRMS
plans and to become
date of July effective on
31st July 31st
July 31st— Kevin retires with no data entry
needed as HRMS activates retirement
based on effective data entered on June 7t 15

Personnel Administration Processors can enter employee actions,
such as separations or hires prior to the date the action takes
place.

In the above example, Marsha enters a retirement for Kevin prior
to the date his retirement becomes effective.

« On June 15, Kevin gives his intention to retire to his

supervisor. His retirement is scheduled for July 31st.

His supervisor takes the responsibility of informing the
Personnel Administration Processor of the retirement.
Marsha, the Personnel Administration Processor, receives the
information on June 7th outlining Kevin'’s intent to retire on
July 31st.

Because of effective dating, Marsha is able to enter Kevin’s
retirement on June 9th in HRMS. This information is put in the
system to become effective on July 31st.

On July 31st, Kevin celebrates his retirement and Marsha
celebrates with him knowing that the data entry is complete
and will be activated in the system based on data entered on
June 9th!




Effective Dating Example - Different View

June

2 3 4 5
6 a @ o 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26

27 28 29 30 31

July

1 2 3 4 5
6 7 8 @ 1w 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30

June 1

Kevin sends letter to supervisor notifying
of retirement

June 7
Supervisor receives letter
June 9

Supervisor enters retirement date in
HRMS.

July 31

Kevin retires - no data entry required,
because supervisor entered retirement
date in HRMS on back on June 9.

WSD Personnel 1
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This is the same example as the previous page — it is laid out in
calendar to format to emphasize effective dating.

In the above example, Marsha enters a retirement for Kevin
prior to the date his retirement becomes effective.

» On June 1st, Kevin gives his intention to retire to his
supervisor. His retirement is scheduled for July 31st.

» His supervisor takes the responsibility of informing the
Personnel Administration Processor of the retirement.
Marsha, the Personnel Administration Processor, receives the
information on June 7th outlining Kevin’s intent to retire on

July 31st.

» Because of effective dating, Marsha is able to enter Kevin’s
retirement on June 9th in HRMS. This information is put in the
system to become effective on July 31st.

» On July 31st, Kevin celebrates his retirement and Marsha
celebrates with him knowing that the data entry is complete
and will be activated in the system based on data entered on

June 9th!




HRMS Role Based Security

» Human Resource Management System (HRMS) has role-based
security

— A ‘“role” is defined as a major grouping of activities that reflect a
specific aspect of a person’s job

= While a role may have several activities aligned to it, an activity can
only be aligned with one role. A person may be assigned one or
more roles, and roles can be assigned to one or more persons.

= Your assigned HRMS role dictates the information that you can
create, change and display

— Your agency assigned your role based on what tasks you perform

= There are centralized roles and (agency-level) roles

WSD Personnel 1

=7 Instructor - Do any of you know if you have the Payroll Processor as well
as the Benefits Processor role?

* In the next few slides, we will briefly cover different payroll-related agency
(decentralized) and centralized roles.



Payroll Master Data Roles

Payroll Processor

Responsible for creating and maintaining payroll information for
new and existing employees in the HRMS system. New employee
payroll information is entered once the human resource information
has been entered.

Benefits Processor

Role is responsible for maintaining and updating benefit plan
participation information for all eligible State employees. In
addition, the Benefits Processor provides general benefits advice,
guidance and support to managers and supervisors.

Instructor — Explain how all the roles discussed will work
together.

* These roles are mainly responsible for the maintenance of an
employee’s payroll master data.

» Depending on the agency size, these roles may be assigned to
the same person.

NOTE: Agencies may not have separate Benefits Processor or
Leave Corrections Processor roles. These roles may be
combined with the Payroll Processor role.

e
W

*But if there is a separate Benefits Processor role, they will
only be able to view basic personnel data and update benefit
information to include:

* Medical

* Disability

* Retirement

» Dependent Care Assistance Program (DCAP)



Payroll Master Data Roles (con’t)

Payroll Analyst

Is responsible for running simulated payrolls, correcting payroll
errors, producing and reviewing payroll reports, and executing off-
cycle reversals in the HRMS system.

Payroll Supervisor

Role provides oversight for the following payroll-related roles:
= Payroll Processor
= Payroll Analyst
= Garnishment Administrator i
= Benefits Processor (

) f‘
g Bc £ A
Bl

Views payroll information once it is entered in the HRMS system.

Payroll Inquirer

The Payroll Analyst role runs simulations, checks for errors and
releases payroll to DOP. This is covered in more detail in the Payroll &
Reports Course.

The Payroll Supervisor can access and perform Maintain Payroll
Master Data tasks, for backup coverage. Therefore it is suggested that
the Payroll Supervisor complete the Maintain Payroll Master Data course.

The Payroll Inquirer has the ability to view payroll information and
details.



Centralized Payroll Master Data Roles

Payroll Configuration Analyst (DOP)

Corrects technical payroll errors (i.e., incorrect wage types) and
creates new wage types for state agencies.

Financial Approver (OFM)

Approves new deductions, pay codes and allowances that are
created by the Payroll Configuration Analyst.

Benefits Configuration Analyst (DOP)

Creates and maintains retirement plans, configures new health and
insurance plans and annual rate changes.

DOP Department of Personnel
HR OFM Office of Financial Management 20

s Instructor: Explain Centralized vs. Decentralized

» Centralized roles perform tasks for the entire state. These roles
belong to The Central Support Agencies, which are:

» Dept of Personnel

» Dept of Retirement Systems

» Office of Financial Management
* Health Care Authority

* Auditor’s Office

» Decentralized roles are what employees have at the agency level.
The tasks they perform impact their agency.

» Financial Approver is a centralized OFM role.
» The Central Support Agencies:

* Dept of Personnel

* Dept of Retirement Systems

+ Office of Financial Management

* Health Care Authority

* Auditor’s Office



Definitions of Master Data

= Master data can be created and maintained state wide
— It follows employees throughout their state employment.

= Master data is information that remains the same over a
long period of time, some examples are:

= Employee First & Last Name
= Address Information
= Bank Details

= Master data contains information that is needed often and
in the same form.

Hn 21
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Master Data refers to the data that uniquely differs from employee to
employee.

» First Name / Last Name
» Social Security Number
* Address
» Bank Details
No two sets of data are exactly the same.



Master Data Maintenance

= Payroll Master Data is created and maintained according
to employee activities

— Triggers for creating or maintaining master data are:
= A new employee is hired
= An employee transfers from another agency

= An employee needs their direct deposit information updated
(employee is switching to a different bank)

Hn 22
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« Until an employee is hired, no master data is created in HRMS.

* Upon hiring an employee, master data is requested from the employee and
used to create his/her HRMS record.



Review Question #1

= Which role is responsible for which activity?

Payroll A. Enters Retirement Data
Processor

Benefits B. Approves new deduction types
Processor and allowance types

Financial

Approver C. Enters Payroll Master Data
Payroll » D. Provides input to the Payroll
Supervisor Processor and Analyst

23

WSD Personnel 1

Instructor — Allow participants to answer (as a group — one question at a time)
& write down answers.

Answers:
Payroll Processor C. Enters Payroll Master Data
Benefits Processor A. Enters Retirement Data

Financial Approver B. Approves new deduction types and allowance
types

Payroll Supervisor D. Provides input to the Payroll Process and Analyst

» What questions do you have before we move on to the next topic?



Section 1 Review

= You should be able to:

— List the terms used in maintaining Payroll Master Data

Describe the roles in HRMS as they relate to maintaining
Payroll Master Data

Describe Effective Dating

Explain the definition of Payroll Master Data

List the triggers for creating and maintaining Payroll Master
Data

Hn 24
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Section 2
Create and Maintain
Payroll Master Data

WSD Personnel




Section 2 Overview

= Upon completion of this section, you should be able to:

— List the new terms used in in this section

— Explain how the HRMS roles work together to perform a
personnel action (hire/newhire)

— Describe the difference between creating and maintaining
Payroll Master Data

— Perform ten common Payroll Master Data scenarios

HR 2
w Personnel




New Terms

Personnel Action | This groups infotypes according to business needs.
The personnel actions menu will identify the action
type to process such as new hire, appointment
change, separation, etc.

Wage Type This is an object in Payroll and Personnel
Administration which stores amounts or time units
that are used to calculate pay and deductions, store
results, and determine statistics.

It separates amounts and time units for various
business processes. It enables the system to
process amounts and time units in different ways
during the payroll run.

Payment Model This is a pre-defined schedule for taking a
deduction or making a payment, such as monthly,
semi-monthly, etc.

HR 27
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Personnel Action
*The transaction code to begin a Personnel Action is PA40.
Payment Model

*Payment model’s tell HRMS when to take a deduction from a
paycheck.

Transaction Code

*The code used to access a functional area and the associated
infotypes.

*Transaction codes take you directly to the business task
that you want to complete.

*Examples:
» PA20 Display Data
* PA30 Maintain Payroll Master Data
* PA40 Personnel Action




Payroll Master Data Roles

= When an employee is hired, three HRMS roles must work
together to complete the creation of the employee
personnel record:

— Personnel Administration (PA) Processor
— Payroll Processor

— Benefits Processor

= |f the new hire process is incomplete, the system will not
be able to correctly process payroll for the employee.

Hn 28
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» These three roles must each enter portions of the employee record in HRMS in
order for a new hire (and other actions) to be completed.

* Personnel Administration (PA) Processor
» Payroll Processor
» Benefits Processor

» Understanding your role as well as the other two will increase information flow
to ensure the employee record is completed accurately and timely.

+ If the three roles do not work together to complete the process of a new hire,
the system will not be able to correctly process payroll for the employee.




Payroll Master Data Overview of Roles

Personnel Administration Processor

Starts the new hire action and hands over to the
Payroll Processor to begin at the Bank Details

N Infotype (0009)

Payroll Processor

Receives the hand off and begins entry,
completing all necessary infotypes. Then is
responsible for handing off to the Benefits

~ Processor

Benefits Processor

Receives the hand off and begins the final
portion of the employee record at the
General Benefits Info Infotype (0171)

WSD Personnel

»  Here are the specific starting and stopping points in HRMS which we
will call hand-offs. Communication between each of these roles
during the hand-offs is critical to completing the new hire action
correctly.



Roles Associated with Infotypes

» The Personnel Administration (PA) Processor is
prompted through the infotypes that are required

during the hiring process for a new employee:

-Create Personal Data (0002)

-Create Actions (0000) -Create Contract Elements (0016)
-Create Organizational Assignment (0001) -Create Planned Working Time (0007)
-Create Addresses (0006) -Change Data Specifications (0041)
-Time Specifications/Employee(0552) -Create Basic Pay (0008)

-Create Education (0022) -Military Status (0081)

-Monitoring of Tasks (0019) -Create Additional Personal Data (0077)

30
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These infotypes are completed by the Personnel Administration Processor
during the New Hire action prior to handing off to the Payroll Processor.




Roles Associated with Infotypes (con’t)

» The Payroll Processor receives the hand off
and is prompted through the infotypes that are
required for the next step in the hiring process
for a new employee:

— Bank Details (0009)
— Recurring Payments/Deductions (0014)

— — Unemployment State (0209)
N — Withholdings Info W4/W5 US (0210)
— Additional Withholdings Info US (0234)
Hn 31

» If the Payroll Processor also has the Benefits Processor role they will
continue on to complete the infotypes list on the next slide. Otherwise
the hand-off is made to the Benefits Processor.



Roles Associated with Infotypes (con’t)

» The Benefits Processor picks up the hand
off and completes these infotypes:

— General Benefits Information (0171)
— Savings Plan (0169)

-

Hn 32
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« If the Benefits Processor is also the Payroll Processor in your agency
then these infotypes are also completed at this time.

+ If the Benefits Processor role is held by someone else in your Agency
then hand-off to the Benefits Processor to complete.



Difference between Creating and
Maintaining Master Data

= Personnel Actions (PA40) and Maintain HR Master Data
(PA30) are system actions used to create and maintain
payroll master data.

— PAA40 is the transaction code used to create a personnel action:
— Hire a new employee (New Hire)
— Change an employees assignment (Appointment Change)
— Separate an employee (Separation)
— Rehire an employee (Rehire)

— PA30 is used to maintain master data:
— Create a bond purchase
— Create a deduction
— Change an employees withholdings

HR 33
Ci> Important: Use transaction code PA40 to ensure completeness

in performing an action (new hire, separation, etc.). Transaction
code PA40 groups the infotypes that require entry or validation
together for you. By selecting the action (new hire, separation, etc.)
and then clicking on the Execute Info Group icon you will be prompted
through the each infotype automatically thus ensuring all infotypes are
entered or verified.

Transaction code PA30 acts differently, it allows the user to define which single
infotype to access.

Master Data is created when the data or dates are new. Master Data is
maintained when the data or dates need to be changed or updated.




Section 2 Mid Section Review

= You should be able to:

— List the new terms used in in this section

— Explain how the HRMS roles work together to perform a
personnel action (hire/newhire)

— Describe the difference between creating and maintaining Payroll
Master Data
= Upon completion of the next section you should be able to:

— Perform ten common Payroll Master Data scenarios

HR 3




10 Common Scenarios

WSD Personnel

+ The following 10 scenarios walk through creating and maintaining Payroll
Master Data.




Create and Maintain Payroll Master
Data

Scenario 1 New Hire

Scenario 2 Appointment Change
Scenario 3 Employee Separation
Scenario 4 Managing Work Schedules
Scenario 5 View Basic Pay

Scenario 6 Cost Distribution Change
Scenario 7 Hourly Rate Per Assignment
Scenario 8 Bank Details for Warrant or Bank Transfer (ACH)
Scenario 9 Cancel a Warrant/ACH

Scenario 10 Recover a Manual Warrant

36

* Inthese scenarios, we will see how to complete the required payroll
infotypes for an employee.



New Hire Process Flow

PA Processor enters
Employee A dmﬁiﬁgﬂgﬁl (PA) (New Hire) or updates
Employee is | ,| completes New | | Processor |,/ (Rehire) personnel
Hired Hire information Receives employes master data
packet packet

Payroll Processor Benefits Benefits
enters (new hire) or Processor
updates (rehire) enters benefit
information

Payroll Processor
receives employee

Processor
receives benefits

. 4 payroll master data
payroll information enrollment

information

HRMS - Entry of Payroll Master Data
|:| Agency tasks outside of HRMS

HIR [l oiscussed in Scenario 1 Scenario 1 — New Hire 37
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» Scenario 1: New Hire

» After an employee is hired/rehired, the new hire completes an
information packet (or other agency defined documents). The
packet should include the necessary information to enter (or
update in the case of a rehire) the employee into HRMS.

» The information packet is given to the Personnel Administration
Processor who begins entry of the employee information in
HRMS for the New Hire action.

» After completing the Basic Pay infotype, this information is
handed-off to the Payroll Processor and Benefits Processor so
that the payroll and benefits portion of the Hire/Rehire action can
be entered.



New Hire
& | Pas0 afld B a2

1 SAPERY ACCeSE
To access the Personnel Actions asy Access
choose one of these methods: =& & I

[ Favarites
=7 {24 8AP menu
b [ office
= Method 1: Type the transaction code | | 5 freesesicaton comenerts
into the command field > (3 Acoounting
= 3 Human Resources
PA40 E ) PPMDT - Manager's Desktop
>y Personnel Management
2 {3 Administration
A ’ 3
= Method 2: Follow the ‘drill down L_I_."';.g?jff_’fj‘jmmm
method by double clicking on: 5 PA30 - Waintain
2 PAZ0 - Display
Human Resources > e
Personnel Management > ) PRO2- ey M
. . b (2 Info System
Administration > b (1 Tools
HR Master Data > p o setinge
PA40 - Personnel ACtIOﬂS > (1 Personnel Development
I [ Benefits
@ Compensation Management
IR Scenario 1 — New Hire 38
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. Instructor: Remind class of the favorites option from Basics Class.

* Method 1 and Method 2 take you to the same place in the system.



New Hire (con’t)

. & R
= From the Personnel Actions n
. . Personnel Actions
screen begln processing the new ®

employee’s personnel
information by:

»  Entering the employee’s personnel Personnel no. =l

No. (provided to you by the Personnel AT
Administration Processor)

Fersonnel Actions

= Skipping the From field —
= Click (Continue) or enter NewHre |
. Change of Status
= Select a Personnel Action [ [concurrent Employment
. | Appointment Change
* NewHire | |Quick Hire
. || k ExeCUte | Rehire - Quick Hire
C c ( ) | Separation
| Rehire
| |Paid Leave of Absence
| \Unpaid Leave of Absence
IR Scenario 1 — New Hire  3°
VSD Personnel

» During the hand off between the Personnel Administration Processor and
the Payroll Processor, the personnel number for the employee will be
provided during the hand-off.

a IMPORTANT: Do not enter a date in the From field.

* The date was entered by the PA Processor and will default
throughout all of the following infotypes for you.

» Distinguish between a new hire vs. rehire — mainly that Execute Info
group will display different infotypes. It will display only the necessary
infotypes to complete the rehire action. However, other infotypes may
need to be viewed or updated depending on information from the
employee.



N H- ,t Infiotype Edit Goto Extras Help
ew rHire (con @ 290/ @ee DHH ODaD ) ER
Change Actions (0000)
& | © Executeinfo grop | Change info group
= The Change Actions (0000) .
H H Name  Reynolds Logan
infotype displays a message
. . . . PSubarea 0OPT Agywide Non Sup  EESubgroup 06 M-OT EligedDhishwk  Status
In the Status bar’ |ndlcat|ng Start 02/01/2008 to 12/31/9988  Chng 01/07/2008 PATTYP
the employee haS already Personnel action
H Action Type New Hire o
been hired. EST - QT —
% Person already hired ——
Status
. Employment Active 3
= Orit may appear as a pop up
. Organizational assignment
W|ndOW Pastion 70071154  OFF ASST3
Personnel area 4900 Dept Natural Resources
Employee graup a Permanent
Pt Employee subgroup 06 M-OT Elig=40hrshwk
0 | Additional actions
Start Date  |Act. |Action type [ActR [Reason for acti
02012008 UD  |New Hire 2 Probationary Appointme
14 oK Help
= (Click ¥ ok o ]
—>I@ Person already hired I
HR Scenario 1 — New Hire 40
WSD Personnel
* Scenario 1: New Hire
[ )

The message Person already hired confirms that the PA Processor
has already created and saved the Human Resources portion of the
employee record.

Important: Read the warning messages carefully. Understand
what the warning is alerting to you before moving forward.

Tip: To change the way you view Warning Messages access the
Local Layout settings icon on the Standard Toolbar and select the
Options tab. Check the box that reads Dialog Box at Warning
Message.

Options L Curgor L Local Data ||| EIEI

@) Slow () Quick
[] On Eeyhoard Focus Change

Messages
[ Beep at Message

Dialog Box at Success Message
Dialog Box at W arming Message
Dialog Box at Errar Message




Infotype EditGota Ip

Execute info group g 18 080 SHB HLNE OE

Change Actions {0000)
| @ Executeinfo group |l Change info group

el

= Continue by clicking .
Name  Reynolds Logan
@ Execute info group Persarea 4900 Dept Natural Resources EEGroup O Permanent
PSubarea OOPT Agywide NonSup  EESubgroup 08 W-OT Elig>40hrsiwk  Status

Start 02/01/2008  to 12/31/8998  Chng 01/07/2008 PATTYP

* A pop-up message appears

Personnel action

ExecLits info group

- Action Type New Hire )
&)  waming. Personnel action infotype not saved Reason for Action 02 Prabationary Appointment

with 'execute info group’ function!

Status

¥ Coninue 1@ Back | Employment Active B

= Accept the message by clicking  |aumssms ssgmax
Pasition 70071154 OFF ASST3
i Personnel area 4500  Dept Natural Resources
»¥  Continue i

Employes group 8 Permanent

= Aninformation window may pop- | e B e
up Statlng [ Addtional actions

Sta Date_|Act. |Action type [ActR_|Reason for acti
0 Bl e i 20172008 U0 Mew Hire 2 Probationary Appointr

¥ 0K @  Help |

Bl

= Accept the message by clicking
¥ Continue

€ Person alisady hired

Scenario 1 — New Hire

WSD Personnel

Why use the Execute info group icon? Because it takes the guess work out
of which infotypes are required to complete the action. It groups the required
infotypes together and then prompts you through each infotype one at a time.

Note: Not all of the infotypes that you are prompted to require data to be
entered or changed, but all of the infotypes do require validation by clicking
enter and then saving before it is considered complete.




New Hire (con’t)

» Once the Infotype Group is executed, you will click (Next Record)
several times until you reach infotype Create Bank Details (0009).

& B aB@ @@ SR anoan BEE @
Change Personal Data (0002)

=n] o] <

Personnel Mo. 20000054 Mame Reynolds Logan

PersArea 45900 Dept Natural Resources EEGroup [ Permanent

PSubarea 0O0PT Agywide Nan Sup EESubgroup 06 M-OT Elig=40hrsfwk Status  Active
Start 0240172008 Tn 12/31/9992 | Changed on 01/07/2008 PATTYP

Marne
Title

B

Last name Reynolds

First name
Middle name

Logan

Known As
Suffix

MNarme

Reynolds Lagan

WSD Personnel

Scenario 1 — New Hire 42

Scenario 1: New Hire

Important: Because we are using PA40 to complete the Personnel
Action the infotypes required to complete are linked together for you

* However, it is necessary to click through infotypes completed by
the Personnel Administration Processor before getting to 1T009

Create Bank Details which is were the Payroll Processor begins
the new hire action.



Bank Details

» Bank Details (0009) is used to store necessary information for an
employee to be paid by warrant or direct deposit.

[Ban  oavoioo(a)io 12/31/9998 |
Warrant payment: '
= Start and to date I Bank detai
. @
= Bank Details Type Payee Reynolds Logan
= Payment method Postal code / city 98112 Battle Creek
Bank Country UsA g
Bank Key
Bank Account Mumber Bank control key
II Payment method G \Wanants
FPurpose
Payment currency usD

Note: Even if you do not have any information to input, be

sure to SAVE!

HR Scenario 1 — New Hire 3

WSD Personnel

Scenario 1: New Hire
Note: The Start date defaults in to each infotype automatically.

The Bank Details infotype defaults enough information to set up a
warrant - simply validate and then save the infotype to complete.

+ The Bank Details infotype must be saved even if no data
entry has been entered, this ensures the employee will
receive a warrant as the method of receiving pay.

o

——Y
L

e




Bank Details

» Bank Details (0009) is used to store necessary information for an
employee to be paid by warrant or direct deposit.

; ; Stant [arnt)o008 o 1o 12/31/80490
Direct Deposit:

Bank details
| BankDetailsTyps  Mainbank |
FPayee wanLierop Andy
Fostal code [ city 93503 Lacey
UsSA &l
Bank keg E11188805 BANE OF AMERICA NA
l Hank Account Wumber 111 Hank control key

» Start and to date

» Bank Details Type

» Bank Key (routing number)
Bank Country

» Bank Account Number

» Bank control key

Pavment method b Bank transier (ACH )
Furpose
Fayment currency usD

» Payment method

Note: Even if you do not have any information to input, be

sure to SAVE!

HR Scenario 1 — New Hire 44

Scenario 1: New Hire

If Direct Deposit is selected, complete the required fields:
» Bank Details Type
+ Bank Key
» Bank Account Number

« Bank Control Key (01 is the default - 01 Checking Account,
02 Savings Account)

+ Payment Method

Use the Bank Details for Warrant or Bank Transfer (ACH)
procedure on OLQR to change or add employee bank details.

* An ACH letter is run as a report by the agency and sent to
the employee, we will talk about the process later in the
course.

The Pre-notification process is run centrally by DOP and takes
effect 10 days after it is entered. The direct deposit will be
effective the second payroll following entry.

Even though SAP software can handle more than one bank for
Net Pay, the State of Washington only uses one bank for Net
Pay. In HRMS only one bank can be entered for Net Pay. The
system will error if more than one bank is entered.




Recurring Payments/Deductions

u Recu[’r/ng Payments/ Personnel Mao. 20000054 Marme Reynolds Logan
DedUCl'IOFIS (001 4) stores a” PersArea 4300 Dept Natural Resources EEGroup 0 Permanent
. PSubarea OOPT Agywide Mon Sup  EESubgroup 06 M-OT Elig=40hrsiwk  Status
allowa"nceshan;j dedUCtlons’ Stant EIZIEIWZUUB@m 12/31/9399
as well as the frequency.

1| Recurring Payments/Deductions

— Enter a start and to date Wage type o |
— Select a wage type — . 1
— Enter an amount Numberfunit

Agsignment number
= Click (Enter) to validate Reasan for Change

Paytment dates
Payment model ‘ @

— Based on the wage type
entered, a frequency
defaults in the Payment
model field

WaAD1 | Every Pay Period - Half Amount Monthly

il
= Click [B](Save) WAQZ | 26th Pay Period - Full Amount M Monthly
W03 | 10th Pay Period - Full Amount it honthly
L

WaDd | Every Pay Period - Full Amit Semi-monthly

HR Scenario 1 — New Hire  4°

Examples of recurring deductions include credit union and parking deductions.
During the New Hire Action only one deduction can be set up.

Quick Tip: To create additional recurring payments/deductions, use Transaction code PA30 and select
ITO014. Then click on the Create icon to add additional payments/deductions.

Payment Model’s

The payment model determines when the payment or deduction will be processed.

« WAO1 Looks back to the first payment in the month. (25th looks back to the
10th)

* WADO4 Every pay period full amount. Always use WA04 and never use the date
of the check’s. It should always be a date in the pay period. It does not catch up
for payment missed or adjusted earlier in the month. It takes effect from today
forward.

+  WAO04 will be used most often. However, an employee may request the type
of payment model used.

Payroll Simulations

Run a payroll simulation to validate the deduction is set up correctly by viewing the
specific wage type you just created.

It's advisable to run a payroll simulation after the completion of a new hire employee to
verify the employee’s deductions (healthcare, bonds, deductions, etc.)




Unemployment State

» Use Unemployment State (0209) to store an employee’s state
unemployment tax information.

— Fields to complete:

= Tax Authority (state)

= Worksite (county)
— Click [#] (Enter) to validate
— Click |3 (Save)

Infolype Edit Goto  Ex Help

CoQ CHB DL BR @m
Create Unemployment State (0209)

o
&

Personnel o, 20080054 Harme Reynolds Logan
Persarea 4900 Dept Matural Resources EEGroup @ Permanent
PSubarea OOPT Agywide Mon Sup  EESubgroup 06 W-OT Elig=40hrsfwk  Status  Active
Start 02/81/2008  to 1273149999
Unemployment data
Tax authority ')
‘Warksite 34
HR Scenario 1 — New Hire

WSD Personnel

46

Scenario 1: New Hire

Suggestion: Simply type these two characters WA directly into the Tax

Authority field, the matchcode is very long and confusing.
GMAP and unions calculate unemployment rate tax.

During the rehire process verify the worksite (county) matches the
position county by using transaction PO13D. If they don’t match, update
here during the rehire action.



Withholdings Info W4 / W5 US
» Use Withholdings info W4/W5 US (0210) to store an employee’s
tax filing status and exemptions, as required.
L F|e|ds to Complete Personnel Mo, 2006439 Mame James Willis
PersArea 2350 Deptof Labor & Industries EEGroup B Permanent
. PSubarea 0803 Exempt EESubgroup B8 Hourly (H) OT Exempt Status  Ac)
— Tax AUthOf/ty Start Dzrmfpzmma@m rzragrregss ’ ‘
- Flllng StatUS Status
Tax authority FED Federal Tax lewal & Federal
- A//OW&nCGS Filing Status =
. Allowances
- C“Ck (Enter) to Tax Exempt Indicator IRS mandates
Val Idate Withholding adjustments
Addwithholdin uso
n C“Ck (Save) Defaultfnrmulag 1 PERCENTAGE M Alternative formula
W-5 filing status
EIC status
Cwerrides (from Infotype 0234)
|Frnm date |EmdDate |Supp\ementalmet |Ta>rnverride \Em \
| | | | [
HR Scenario 1 — New Hire 4’

» Scenario 1: New Hire

» Complete this infotype based on what the employee indicated on
their W4/W5.

* Add. Withholding is not required but used often. Enter the
amount into the system exactly as it appears on the form.

* Enter dollar amounts in Add. withholding field if
indicated.

+ W-5- EIC credit/dependent care

» Refer to the Maintain Payroll Master Data course Job Aid - Effective
Dating to verify your understanding of the payroll date used for this
infotype.

. mportant If a change to thrs mfotype is made in  any perrod other

system erI perform aretro calculatlon to correct the taxes based
on the changes made. All pay periods between the change and the
current payroll run will be retro calculated. Therefore, be sure you
understand the impact of changing information. It may be advisable
to create a new record reflecting the changes than going into the
past.




Additional Withholdings Info US
» The Empl. Override group

field is a custom field used | &| BjldEH a8 D RE S [
by the State of Washington | create add. withh. info. Us
to store medical aid 2
information. Fersonnel Mo, 20008939 Mame James Willis
— The required field is: Persfrea 2350 Dept of Labor & Industries EEGroup O H
-Emp/. override group FSubarea 0003 Exempt EESubgroup B8 Exception Hol
Start 01/e2:2004 ° to 1243149999
— Click|*(Enter) to
. Overrides
validate T tharity FED'  Federal
ax authori edera
— Click (Save) Supplemental method
Override amount
= |f the Over”de gI’OUp IS not Crverride percentage [Iho Tax

entered it will miscalculate [ Emploverride group 0063 2350-4302 Adroin & clerical |
the medical aid rates and
take larger amounts out of
the employee’s check.

Comman Paymastar

[ Gommon Paymaster

HR Scenario 1 — New Hire 48

= Important This infotype must be completed otherwise;
+ An excessive amount will be taken out of the employee’s pay.

* The missing infotype information will be indicated on the
Preemptive Payroll Threshold Report (N08).

Employees on leave do not pay medical aid for those days which will
result in a different pay amount for the pay period.

* In the drop down for the Empl. override group field, the override group
selection consists of the personnel area, hyphen, medical aid
classification, and a short description.

» Agencies will only see their medical aid rates/categories in the drop
down.

+ The LNI web site defines what medical aid tax is

http://www.Ini.wa.gov/IPUB/101-002-000.pdf
» Medical-aid premium

» Employers and employees pay this premium. It pays for medical
care and related services essential to an injured worker’s recovery,
including some vocational rehabilitation.



Additional Withholdings Info US

= That completes the Payroll

Processors entry for the @ || &) GRS REIS [
new hire. Create Add. Withh. Info. US
= Click [¥}] (Exit) to return to =
the SAP Easy Access Personnel Mo. 20008939 Mame James Willis
screen PersArea 2350 Deptof Labor & Industries EEGroup @ A
. . FSubarea 0003 Exempt EESubgroup B8 Exception Hol
- The next Severafl S“des Wl” Start 01/02/2004 1 to 1243149999
cover the benefits selection
for the Benefits Processor .
le. Cverrides
ro Tax authority FED'  Federal
Supplemental rmethod
Owerride amount
Cwerride percentage [IMa Tax
Ermpl.overtide group BO63 2350-4902 Admin & cletical
Caomtrian Paymaster
[ Gommon Paymaster
HR Scenario 1 - New Hire 4

2 Important This infotype must be completed otherwise;
+ An excessive amount will be taken out of the employee’s pay.

* The missing infotype information will be indicated on the
Preemptive Payroll Threshold Report (N08).

+  Employees on leave do not pay medical aid for those days which will
result in a different pay amount for the pay period.

* In the drop down for the Empl. override group field, the override group
selection consists of the personnel area, hyphen, medical aid
classification, and a short description.

» Agencies will only see their medical aid rates/categories in the drop
down.

 The LNI web site defines what medical aid tax is

http://www.Ini.wa.gov/IPUB/101-002-000.pdf
Medical-aid premium

» Employers and employees pay this premium. It pays for medical
care and related services essential to an injured worker’s recovery,
including some vocational rehabilitation.



Demonsrion (pg 3)
Exercise (pg 7)

Create Employee Payroll
Information for New Hire 50

WSD Personnel

é=a Instructor will perform a Demonstration and then participants will
do an exercise.




New Hire Process Flow

PA Processor enters
Employee A dmﬁgﬁgﬂgﬁl (PA) (New Hire) or updates
Employee is | ,| completes New | | Processor |,/ (Rehire) personnel
Hired Hire information Receives employes master data
packet packet

Payroll Processor Benefits Benefits
enters (new hire) or Processor
updates (rehire) enters benefit
information

Processor
receives benefits

Payroll Processor
receives employee

. 4 payroll master data
payroll information enrollment

information

HRMS - Entry of Payroll Master Data
|:| Agency tasks outside of HRMS

HIR [l oiscussed in Scenario 1 Scenario 1 — New Hire !

WSD Personnel

» Scenario 1: New Hire

* The PA40 action prompts the payroll processor through the
infotype to complete the retirement enrollment process, not
the healthcare enroliment process. The healthcare enrollment
process is handled in PAY1 which is discussed in the HRMS
Employee Hiring course.




Benefits Eligibility and Enroliment

= The Payroll Processor 1 il
makes the handoff to the ijﬁ
Benefits Processor to "
complete the enrollment \ ﬁ
process RS
— The process will continue ‘ R
by accessing the same ‘*
initial transaction code
PA40

HR Scenario 1 — New Hire %2

WSD Personnel

« Scenario 1 - New Hire

+ The Benefits Processor is the only role that has create/update access to
Health Plans (0167) infotype. This infotype stores medical and dental
information for all employees, and this includes qualified domestic partner
medical status. This infotype also indicates when an employee wants
their medical deductions taken on a post-tax basis.



Retirement Enroliment - New Hire

ARG
Change Actions (0000)

= From Actions (0000) click @ Executeinfogaup| 2 &eceeoeis s

LMas RER @

- P
(Execute info group) — :\ o
nsua Ee o
. . . start 93/18/2067 | o 12/31/9999 | Chng 03/16/2a07 TRAININGOS
= The following warning message will —
Action Type g %JU New Hire
ap pear : Reason for Action G2 Probationary Appeintment
Execute info group & Aclive -]
@ Warning: Personnel action infotype not saved
with 'execute info group' function! :;:: 5;;:[ of Agricuit
- Carmmeren
o«  Continue ‘Q Back ‘
| Additienl actions
T e
= Click ¥ Contine  (Continue) o
Note: Notice message on the status bar of
‘Person already hired’.
(@ Persan aiready hired
R Scenario 1 — New Hire 53

WSD Personnel

The warning message is letting you know that if data is updated or
changed on the Change Action screen, it will NOT be saved by
using the Execute info group button.

* This is OK because the Personnel Administration Processor
has already created and saved this information.




Retirement Enroliment - New Hire

= As mentioned before, the Personnel Administrator Processor
already started the Hire Action and the Payroll Processor has
completed the applicable personnel infotypes

= Once the Infotype Group is executed, you will have to click
—[21 (Next Record) to advance to General Benefits

Information (0171)

Infotype Edit Goto Extras System Help

(7] 0B @@ CHE DL AR @

Create General Benefits Information (0171)

G E 2
—-. 2

Personnel Mo 20800861 Name GILMORE RORY

PersArea 4950 Dept of Agriculture EEGroup 0| Permanent

PSubarea ©031 Mon Represented EESubgroup 06 M-OT Elig=40hrsiwk  Status  Active

Start 03/18/2007 1o 12/31/9989
HR Scenario 1 — New Hire %
VSD Personnel

*Again, using the Execute Info group will prompt the user to the initial
record requiring you to click Next Record until General Benefits is

displayed.



General Benefits Information (0171)

= The General Benefits
Information infotype records —MEEENEINEINEE

Help

h e : @ HADICES DHE H000 I DNE @B
t e _p(?_SItlon s retirement Create General Benefits Information (0171)
eligibility )
- Optlonal flelds tO Complete :::::: N;;SB s}ii?g?i;ncunuleName GILMOEEGRIZTL o Permanent
PSubarea 00@1 Non Represented EESubgroup ©8 M-OT Elig=40hrsiwk  Status  Active
— 1st Program Grouping Start 03/16/2007 SSI0H 12/31/9999
—_— 2nd Program Grouping General Benefits Information

Benefit area Us USA

1st Program Grouping ELIG  Eligible for Rirmnt
2nd Program Grouping @1 State Employees

= When finished, click &
(Enter) and then click

(Save) Note: If the position is ineligible for retirement, the infotype
should be saved for all other benefits to process correctly in
payroll.

R Scenario 1 — New Hire  5°

WSD Personnel

« The user should allow the type code (2"¢ Program Grouping) to
default and then change if needed after enrollment.



Retirement Enroliment

» The Possible subsequent activities
window will appear with the Enrolled
on date selected (This date should
be the same as the original hire
date.)

» (Click ¥ (Continue (Enter)) to
continue

= |f the employee is not eligible for
retirement, click . (Close) to close
the window and return to the
Personnel Actions screen

WSD Personnel

'Plan overview
_'Enrollment Form

_'Particip. Monitor

Possible subseguent activities

B3/16/2007

Terminated on 03/15/2007
' Automatic Plans

('Default Plans

Al plans

Add. functions 06/08/2007

v K

Scenario 1 — New Hire %

The Enrolled on date should not be changed as it should be the

same as the hire date.




Enroliment

» The Enrollment screen is used to view and enroll the employee into their
eligible retirement plan

= Verify the employee’s name in the Enroll section (Employee’s name can
be searched using the Direct Selection option on the left)

» Once verified, click &  Getoffer  (Get offer)

Eqroliment  Edit  Ge

@ dH @a@a@ SHE fnnan BE @
Enrollment
Direct selection || Selection set Enroll
Name GILMORE RORY on  03/16/2007
Personnel no.
ID number [O Getoffer I3 Printorm |3 General Notice |23t Ermorlist
'0ssible ofers ‘Enmllment period
|(}) Select ‘ |Retirement EnrolimniN, |01/01/1800 - 12/31/9999

<[] [ |

Offer
HR Scenario 1 — New Hire %7

WSD Personnel




Enroliment

= Only the retirement
plans that the
employee is eligible
for will appear
under the
Retirement
Enrollmnt section

= Click on the
appropriate plan

WSD Personnel

Enroll
Name GILMORE RORY on

83/16/2007 2 owm

Offer selection

{7 Getoffer ”Q Print farm ”Q General MNatice ”

Possible offers \Enrollmem period
Retirement Enrolimnt |01/01/1800 - 12/31/9999

Error list

K] [l

Retirement Enrallmnt

Z»  Enrll H Costs "L/('g)

EREEET.

Status Vﬂditv period

Undo selection

= 401(@)
PERS 2
PERS 3 - Option 0
PERS 3 - Rate A - Self
PERS 3 - Rate A - WSIB
PERS 3 - Rate B - Self
PERS 3 - Rate B - WSIB
PERS 3 - Rate C - Self
PERS 3 - Rate C - WSIB
PERS 3 - Rate D - Self
PERS 3 - Rate D - WSIB
PERS 3 - Rate E - Self
PERS 3 - Rate E - WSIB
PERS 3 - Rate F - Self
PERS 3 - Rate F - WSIB

03/16/2007 - 12/31/9999
03/16/2007 - 12/31/9999
03/16/2007 - 12/31/9999
03/16/2007 - 12/31/9999
03/16/2007 - 12/31/9999
03/16/2007 - 12/31/9999
03/16/2007 - 12/31/9999
03/16/2007 - 12/31/9999
03/16/2007 - 12/31/9999
03/16/2007 - 12/31/9999
03/16/2007 - 12/31/9999
03/16/2007 - 12/31/9999
03/16/2007 - 12/31/9999
03/16/2007 - 12/31/9999

58

Scenario 1 — New Hire

When using transaction code PA30, they get the full listing of
retirement plans. While transaction code PA40 gives the user only
retirement plans the employee is eligible for.

HRMS Communication (Nov. 2007) — Benefit Processors now have the
ability to select the TRS Plan 2 option during the enrollment process if
the employee is eligible.



Percentage Rate

Pers Mo, 20000001 GILMORE RORY
Plan PERS 2
Start 03/16/2007 |- 12/31/9999

» The Maintain Savings Plan window
will appear, enter the plan’s rate in [ B
the Percentage field under the
Pre-tax contribution Semi-monthly

Contribution regular ‘

Pre-tax contribution Semi-manthly

SeCtlon |: 6.88 USD []Pre-Tax Rollove
L. . Percentage |
= When finished, click @ Aceept 8 x B Lo
(Accept) Post-tax contribution Semi-monthly
Amount 06.680 USD []Start Pst-Tax |
Hint: If you are unsure of the correct Percentage | 8.80
percentage rate, enter a random number R ] BEER) uSD
and the system will generate a message ./
with the correct rate!
(& Accept | %

Error

lie between

HR Scenario 1 — New Hire %

WSD Personnel

NOTE: The rate MUST be entered in the Percentage field. The
system will accept this field blank (no percentage entered)
without producing an error, but will error if an incorrect
percentage is entered. To identify employees who do not have a
percentage entered, use the EEs with No Retirement Contribution
report (ZHR_RPTBNN29).

+ This value does not default from the plan entered. The upper and
lower limit set in HRMS are the same, which will eliminate any data
entry errors.

* Once the information is accepted and the employee is enrolled, the
retirement plan data will be saved on Savings Plan (0169).

» See OLQR User Procedure Retirement Contribution
Percentages to make corrections.




Enroliment

= Once the percentage rate
has been entered, you will
be taken back to the
Enrollment screen where = o Fesms ’J | ]

Personnel no.

the selected plan is

@ ajaHI QeI CHE Hoon

Enrollment

. . D number G Cetofer |3 Printfom |3 General Notice |2 Erorlist
indicated by agreen Possble otrs Enroimen perioa
Retirement Enrolimnt 101/01/1800 - 12/31/9999

check

\
* Persio Name <DL 1[JD])
20000001 |GILMORE RORY \
. Enrollmnt
= (Click @ Enoll | (Enroll) ® _tvol |8 o B Univsscion [S|AIE[E s |
Status | Validity period Activity
[~ 401(a)
03/16/200 2/31/9999

PERS 3 - Rate A - Self 03/16/2007 - 12/31/9999
PERS 3 - Rate A - WSIB 03/16/2007 - 12/31/9999
PERS 3 - Rate B - Self 03/16/2007 - 12/31/9999
PERS 3 - Rate B - WSIB 03/16/2007 - 12/31/9999
PERS 3 - Rate C - Self 0; 007 - 12/131/9999
PERS 3 - Rate C - WSIB 0 007 - 12/31/9999
PERS 3 - Rate D - Self o; 007 - 12/131/9999
PERS 3 - Rate D - WSIB 16/2007 - 12/31/9999
PERS 3 - Rate E - Self 03/16/2007 - 12/31/9999
PERS 3 - Rate E - WSIB 03/16/2007 - 12/31/9999
PERS 3 - Rate F - Self 03/16/2007 - 12/31/9999
PERS 3 - Rate F - WSIB 03/16/2007 - 12/31/9999

HR Scenario 1 — New Hire 0

WSD Personnel




Confirmation of Enroliment

List of Plans

= The Confirmation of ety [plen
Selected Actions window Create PRS2
appears with the selected
retirement plan

= Click [& Ewll  (Enroll)

= The Enrollment window will
appear, click
(Continue) to confirm the
completion of enroliment and
to return to the Enroliment
screen

Continue . & Confirmation

HR Scenario 1 — New Hire 81
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A green ball indicates the person is enrolled in the plan.




Enroliment

= Once the enroliment process has been completed, click € (Back) to return
General Benefits Information (0171)

» Click %/ (Close) on the Possible subsequent activities window to return to

the Personnel Action screen

Enrollment Edit Goto

Enroliment

@ Enrolled on p3/16/200 e
Direct selection | Selection set | | Enroll
Name cILmoRe R Terminated on 03/15/200
Personnel no |

| Automatic Plans

Offer selection
. Default Plans
1D number G Getoffer |3 Prii =
Possible offers ‘- All plans
® Select | Retirement Enrolimnt
Add. functions 06/08/2007
AEIEEIERICE -
= _Plan
Pers.No_|Mame «P][
20000001|GILMORE RORY _ Enrollment Farm

I Particip. itor

¥ R

Scenario 1 — New Hire 62
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» This completes the Benefits Enrollment Process.




Exercise:

Create Employee

Benefit Information for New Hire (pg 12)
Hn 63




Create and Maintain Payroll Master
Data

Scenario 1 New Hire

Scenario 2 Appointment Change
Scenario 3 Employee Separation
Scenario 4 Managing Work Schedules
Scenario 5 View Basic Pay

Scenario 6 Cost Distribution Change

Scenario 7 Hourly Rate Per Assignment
Scenario 8 Bank Details for Warrant or Bank Transfer (ACH)
Scenario 9 Cancel a Warrant/ACH

Scenario 10 Recover an Overpayment

64

+ The Personnel Administration Processor starts all Personnel Actions.
In these scenarios, we will show you how to complete the payroll
infotypes for an employee.



Scenario 2 - Appointment Change

» The following situations are considered
appointment changes:

— Promotion

— Reassignment
Reallocations
— Demotion

— Transfer

» Appointment changes are processed in
real-time, which allows for immediate
updates or Effective Dating to be used.

» Updates are made to employee master
data in the payroll infotypes.

Hn 65
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For these appointment changes the Human Resources Office (Personnel
Administration Processor) will complete the initial infotypes and then
hand-off to the Payroll Process to complete the appointment change
action.

When the employee does not make an immediate retirement plan choice,
the Benefits Processor needs to change a member’s plan to P30.

The member will then appear on the 70 and 90-day report if they still have
not made a plan choice.

If a member does not make their plan choice and defaults after 90 days—
they will default to P3A.



Appointment Change Process Flow

New position
identified

Documentation of new

position provided

Personnel
Administration
Processor receives
appointment change
information

v

Personnel
Administration
Processor updates

Payroll Processor

personnel

information 7

A

receives appointment
change information

>

HRMS - Entry of Payroll Master Data
|:| Agency tasks outside of HRMS

Hn - Discussed in Scenario 2

WSD Personnel

Payroll Processor
updates employee

payroll information

66

Scenario 2 — Appointment Change

Once an employee’s new position is identified and the appropriate
documents are provided to the Personnel Administration
Processor for update in HRMS, the Payroll Processor receives
any new payroll information to be entered into HRMS.




Appointment Change

& | Pado Bl Sea | D

1 SAPERY ACCeSE
To access the Personnel Actions asy Access
choose one of these methods: =& & I

[ Favorites
= (3 SAF menu
[ [ offce
= Method 1: Type the transaction code o e spuation Cormpenent
into the command field b 0 Accounting
—7 4 Hufrah Resources
PA40 [ e s
<7 (3 Administration
= Method 2: Follow the ‘drill down’ Ll_i%
method by double clicking on: () PA30 - Maintain

2 PAZ0 - Display
53 PATD - Personnel File

Human Resources 2> @ PATO- FastEntry
Personnel Management > 2 PAA2 - Fast entry Actions
.. . b [ Info System

Administration > b 3 Tools
HR Master Data > . g%‘s?ﬂi"ﬂs

. ecruitment
PA40 - Personnel ACtIOﬂS [ (1 Personnel Developrment

> (3 Benefits

@ Compensation Management
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Appointment Change Action

Personnel Actions screen begin
processing the appointment
change action by:

= Entering the employee’s
personnel no.

= Skipping the From field

= Click [#] (Enter)

= Select a Appointment Change
= (Click (Execute)

= Click B (Next Record) to advance
to Additional Withholdings (0234)

WSD Personnel

HR Master Data
&
Personnel Actions
@

——

Fersannel Actions
Action Type Personn...|EE group |EE subg

New Hire

Edit Goto Exras  Utilfies Sel

2ldH @@ CHE nTaa)

oEl

Change of Status

—Lancuent Emplovngn)
E Appoiniment Change | |
= CeRTe

Rehire - Quick Hire
Separation

Rehire

Paid Leave of Absence
Unpaid Leave of Absence

Return fram Leave of Absence
Group 210 1 New Hire/Tmsfr
Group 210 1 Rehire/Transter
Group 1 1o 2 Sep/Tmits
Gomwersion Carrestion
Non-Fayrall EE New Hire

L]l

LD /D
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Appointment Change - Medical Aid

Enter the effective dates of
the Appointment Change

Select Empl. Override group
field (stores an employee’s

MName Eleanor Fields

6135
PersArea 1110 Iemanersnnne\

EEGroup O Permanent

medical aid information).

TR SRICTACT

Start b1/05/2004 [t

EESUNYIUUE T ez eption Monthly Status  Active
1243179999 ]

Click & (Enter) to validate
Click © (Save)

— If the employee is transferring to

Qvertides

Ta autharity
Supplermental method
Ovetride amaunt

Owerride percentage
Ernpl.override group

FED  Federal
Aggregation with Pay Perinds Method

Tax level A Federal

[ | Mo Tax
0035 1110-4802 Adrmin & clerical I

another agency or a job with a

Comrmon Paymaster

[] Comman Paymaster

different medical aid rate, update the
override group to reflect the new
agency or job.
= The first 4 digits of the override
group description should be the
same as the Personnel Area
(PersArea).

Scenario 2 — Appointment Change &

In the Appointment Change Action, the Additional Withholdings
(0234) is the primary payroll infotype that needs to be changed.

« The State of Washington is using this infotype to store
Medical Aid information. When an employee changes
agencies or even jobs within their agency, then this infotype
must be filled out to ensure the proper amount of Medical
Aid is being deducted from an employee.

The Plan 3 Plan choice code will need to be updated to reflect
that they are in the 90 day period to make a selection. This make
place them on the 70-90 day report.

Other infotypes may be updated as needed.

The HRMS Employee Hiring course offers more in depth
discussion on mid period transfers.




Appointment Change - Using OLQR

I'!!."‘ On-Line Quick Reference
wome | wessages | ctossa o || comaet | v

The On-Line Quick Reference
It

& (OLOR) contai jou perform day-to-day tas|
is organized by functional areas, searcl e Ab 4

Step 1.

Open the OLQR |_
and select User
Procedures A-Z

Click Homediauadb Bannertoebim 3o 000 Here Do

Step 2.

Scroll down and click on the
procedure to view it.

£cosssil Appointment Change Action -
Acct scd Transfer

Accessi

Accessi

Address - Display

Addresses Create and Main

Sl LA R R R

Step 3.

Follow the
procedure
to complete
the action in
the system.

User
Procedures A-Z

Appointment Change Action - Transfer (PA40)

Purpose
Use this procedure to process an appointment change for an employee who

is transferring to & position in their current agency, sub-agency, or in
another agency

Trigger

Perform this procedure when an employee has been appointed to another
position

Scenario 2 — Appointment Change 70
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Instructor: Introduce the concept of end users using the OLQR to perform procedures rather
than relying on other documentation. Demonstrate this by opening the OLQR and walking them
through these 3 steps to begin using the appropriate User Procedure, step by step to complete a
system task. Ask participants to follow this procedure to perform an appointment change in
class.

Federal income taxes are paid by the gaining agency. The losing agency will reimburse the gaining
agency through HRMS via automated JV.

Retirement is paid and reported by the gaining agency. The losing agency will reimburse the gaining
agency through HRMS via automated JV. WBET adjustments and coordination is required with DRS to
report the retirement for the losing agency.

Medical Aid and Industrial Insurance is calculated based on the medical aid override group that the
employee is in at the check date. Each agency’s share of expenditures are recorded in their revolving
account (035).

JV payments to other agencies are recorded and paid by both the gaining and losing agencies.
Examples: Life insurance, LTD insurance, Combined Fund Drive, Guaranteed Education Tuition,
Deferred Comp, Dependent Care.

Health insurance is paid and reported by the gaining agency. The losing agency may need to send a
manual JV to the gaining agency.

Garnishments are calculated based on combined pay of losing and gaining agencies. The amount is
accrued in the gaining agencies revolving (035). A manual JV to transfer the funds to the losing agency
may be required.

Third party vendors are paid by the gaining agency. Examples: Washington State Employees Credit
Union, AFLAC.

Expenditures are recorded in each agencies operating/capital accounts and are transferred to each
agencies Payroll Revolving Accounts 035. Then a transfer JV is automatically generated that transfers
the employee and employer shares from the losing 035 Account GL5124 to the gaining agency Account
035 GL 5124. The gaining agency deposits and reports the taxes. This is the current design for
retirement as well. WBET adjustments and coordination is required with DRS to report the retirement for
the losing agency.
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Exercise:
Process an Employee
Appointment Change (pg 17)
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Create and Maintain Payroll Master
Data

Scenario 1 New Hire

Scenario 2 Appointment Change
Scenario 3 Employee Separation
Scenario 4 Managing Work Schedules
Scenario 5 View Basic Pay

Scenario 6 Cost Distribution Change

Scenario 7 Hourly Rate Per Assignment
Scenario 8 Bank Details for Warrant or Bank Transfer (ACH)
Scenario 9 Cancel a Warrant/ACH

Scenario 10 Recover a Manual Warrant

72

+ The Personnel Administration Processor starts all Personnel Actions.
In these scenarios, we will show you how to complete the payroll
infotypes for an employee.



= The Separation Action records and processes master data for all
or involuntarily.

Scenario 3 - Employee Separation

employees who leave their employment with the state, voluntarily

— Retirement, resignation, death, and termination are
considered forms of separations.

= During separation, employees are paid for their accrual balances

as allowable. When the separation is complete, benefits continue

final deduction.

through the end of the month and are terminated following the
Savings Plan (0169).

<)
k]
[
@
8
H

nel

» Retirement and Deferred Compensation are delimited using

W
‘“I !Himl\]
LT

separation action is started.

Important: Process any final deductions before the

73
Note: An employee’s ACH does not end when they are separated
as it did in PAY1. The last payouts are done the same way the
employee has elected to get paid today (warrant or ACH).



Scenario 3 - Employee Separation

= Before you begin the Separation Action, you'll want to verify
and correct quota balances.

— View Absence Quotas (2006)
— View Quota Corrections (2013)

= Questions to think about:

— Is the employee entitled to an accrual? (full or partial)
— Has leave been taken for the pay period?

= Delete any leave entered that is effective after the separation
date.

74
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Important: Performing the above actions is vital to ensure the
employee’s record is current before separating them.

Verify the CATS entries are entered (Run ZCAT6 to update
attendance records).

Manually calculate any entitled quotas, if applicable, then create a
quota correction.



Separation Process Flow

Employee Personnel
separates from PA Processor Administration
service > receives > P:lgfl(:::r
('VOIulmatry or documentation e
involuntary) information

v

Payroll . .
Payroll Processor Benefits Benefits
Processor updates Processor Processor
receives employee receives ~»  Uupdates
separation payroll separation eg“P'f;!ltee
documentation information documentation L)
/4 information

HRMS - Entry of Payroll Master Data
|:| Agency tasks outside of HRMS

- Discussed in Scenario 2 . .75
Scenario 3 — Employee Separation




Employee Separation Action

-I Personnel no. di'l

® Use transaction code
PA40

®= Enter Personnel no.

= Click & (Enter) to
validate

® Select the Separation
Action

= Click @& (Execute)

el Do Not enter a
From date.

FPersonnel Actions
Action Type The Personnel
Mew Hire Administration
Change of Status Processor has
Cancurrent Employment already began the
Appointment Change Separation action.

Guick Hire

I Separation I

Rehire

Paid Leave of Absence

Lnpaid Leave of Absence

Return from Leave of Absence

Group 2 to 1 Mew Hirermrnsfr

Group 1 to 2 SepfTrnfrs

Conversion Correction

Mon-Payroll EE Mew Hire

76

Scenario 3 — Employee Separation




Separation Action

Infotype  Edit G

= Click Execute info @

Copy Actions (0000)

2| I & Execute info group Iﬂ Change info group

Pers.No. 5866
Marne Steven Couch

Help

T@ eoe DHE Bhon DE @

PersArea 4858 Dept of Agriculiure EEGroup 4 Seasonal
PSubarea 8081 Non Represented EESubgroup 00 Hourly (H) OT Exempt Status  Active
Start 01/02/2004 o 12/31/9999
Personnel action
L4
@ Action Type Separation )
Reagon for Action 23

u C“Ck (Continue) %EN Withdrawn z

= Click & continue
(Contlnue) In the @ Warning: Personnel action infotype not sawved
Execute Info group with ‘execute info group' function!
W|ndOW i/ Continue (@) Back |

Execute info group

: 77
EEER Scenario 3 — Employee Separation

We know we are not saving this infotype because the Personnel
Administration (PA) Processor has already done this step

Use the Separation Action User Procedure located on the OLQR while
completing this action.



Separation Action - Delimit Recurring
Payments/Deductions
= Select all Recurring Payments/Deductions

= Click & (Delimit)

Personnel Mo, 044 Marme Anthony Peabody

Persarea 1110 Dept of Personnel EEGroup © Permanant

FSubarea BO03  Exempt EESubgroup B3 H-OT Elig=Daily Sche Status  Active

Choose 02/01/2008 to 12431/9999 STy . Delimit.Date 02/01/2008
WWage type Wage Type Long Text |Fram To QO |Amaunt Crey

_2628 BOEING EMPLOYEES .J01/01/2006 |12/31/9399 A 100.00 |UsD

_2651 Charity 01/01/2004 [12/31/9999 |4 10.00 |USD

Scenario 3 — Employee Separation 8
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. Delimit means to end date.

. You will have to go in and delimit recurring deductions and payments as
well as retirement and savings plans.

Note: When the delimit function is used the date entered must be the
first day the plan or deduction is no longer valid. For example, if a

person terminated on March 315t you would enter April 15t when
performing the delimit function during the separation action.

This information is also available on your Effective Dating Job Aid.

Note: Delimit both wage types by highlighting both and selecting the
delimit button.

[ ]
=\
L nd
oy



Retirement Termination

Delimit Savings Plans
o
Persannel Mo. 6136 Mame Richard Hayward
Persfrea 1110 Dept of Personnel EEGroup O Permanent
|[|_ PSubarea DOOS EESubgroup B1 Manthiy(M) OT Exe Status _Active
[ Eg[ Choose 12111402005 to 1243149999 STy, Delimit.DatB 12/16/2005 I
EndDate  TwelTet ______|Plan Tex o]
01/01/2004 112/31/9999 4014 401¢2) P3A [+]
I =
] [
HR . 79
HEER Scenario 3 — Employee Separation

Retirement termination is completed during the separation action
Delimit the plan using the last day of the pay period plus one day
Select the employee’s retirement plan

Click & (Delimit) to delimit the plan

+ Also delimit Deferred Compensation if the employee is a participant.

» There is no need to enter buy-out for Deferred Compensation.
This is processed through Gap 16 to DRS. The employee will
work with DRS to receive their Deferred Compensation
payout.

When delimiting savings plans, be sure to choose all the plans and
delimit them at the same time, otherwise the system will take you to
the next infotype once the information is saved.

The actual separation date is reported to DRS through the Action
(0000) infotype. The ending date is the actual date retirement is still
valid.



Time Quota Compensation

» Time Quota Compensation (0416) creates a buyout of eligible time
associated with employee’s absence quotas

= An employee can be paid for more than one type of quota (e.g.
annual leave, sick time, etc.)

8 ul:u b'p es for infotyp - "Tirne Quota Compensation|
» The required field is No. fo Compensate /e |
=
= Click Compensate A LA e T
Create Time Quota Compensation (0416) ESG PSG‘Conm.meth. Description
it | [ C 1 15 1000 Free compensation
1 15 900 Sick Leave Buyout - Tax |
Personnel No G242 Narng George Corwin 5 16 @00z Sick Leave Buyaut-No Tax
Persfrea 4908 DeptNatural Resources EEGroup @ Permanent
PSubaraa 0001 Non o1 OTExem.. Stalus  Astive L 1 AR LR NIt
Start 12/30/2005 ) 1 14 9004 Annl Leave Buyout-No Ret
1 15 9006 Comp Time Buyout
Gomp. method 9002 Sick Leave Buyout-ho Tax 1 15 apo7 Sick Leave Buyout- VEBA
1 15 8008 Comp Time Buyout-Ko Ret
compensaloniseeeelony 115 G009 Holiday Cradit Buyout wsP
Time quota type 30 Sick Leave
- . o 115 9010 Settl Ly Buyout WSP-NoRet
o | T ] 115 901 Settl Ly Buyout WWaP-Ret
[ Do nataccount 1 15 4012 Hal. Cr. Buyout WSP-MoRet
1 15 88463 YTD Sick Lw Taken- Conw
Absence quotas
ATy [Quotatext Entitl Unit Comp. Rem WwT [amount_[curr...| B¢ [Dedustion .. [Dedustion to] & |Guota counter
308ick Leave 100.00000 [Hours 9.00000 85.00000 0.00 07/02/2005 |12/31/3998 00000800000050032006
30gick Leave 3.00000 [Hours 0.08008 3.00000 0.00) 11/16/2005 [12/31/9999 0008000808050852005
31jAnnual LeaveMacation 50.00000 Hours 088000 50.00000 0.00) 07/02/2005 |12/31/9999
HR i on &
s Scenario 3 — Employee Separation

» The hours for buyout are entered in the No. to Compensate field. When cashing out
annual leave you need to remember the rules related to the retirement plans. Plan 1 rules
are different than Plans 2 or 3. Make the correct selection for if the buyout is subject to
retirement or not subject to retirement.

» Check the “Do not Account” box when an employee is not eligible for quota buyout. An
employee is eligible to recover sick leave quota if they return to the state within five years.

* VERY IMPORTANT: If an employee terminates/retires on the last day of the pay

i period (last day of the month or the 15th), their effective date of
termination/retirement will fall on the 1st or 16th of the month. This is a different
pay period from their last date of employment. The Time Quota Compensation must
be dated to fall within the same pay period they ended their employment in, so it has
to be dated on the last day of the month or the 15th if the dates fall into two different
pay periods. If this is not dated correctly, the quota compensation will not be paid
out and will have to be corrected after the fact.

* When using the PA40 action code, you are only able to choose one type of leave to
compensate. If you are compensating for Sick Leave then you would use the PA30
transaction code and Create a new Time Quota Compensation (0416) infotype.

» This process would be used for Veba buy out (wage type 1394)

» This process would be used for the annual Sick Leave Buyout in January for those
that qualify (wage type 1395)

» This process would be used for a death or disability sick leave buy out (wage type
1396)



Exercise:
Process Employee Separation - Retire (pg23)

WSD Personnel
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Create and Maintain Payroll Master
Data

Scenario 1 New Hire

Scenario 2 Appointment Change
Scenario 3 Employee Separation
Scenario 4 Managing Work Schedules

Scenario 5 View Basic Pay
Scenario 6 Cost Distribution Change

Scenario 7 Hourly Rate Per Assignment
Scenario 8 Bank Details for Warrant or Bank Transfer (ACH)
Scenario 9 Cancel a Warrant/ACH

Scenario 10 Recover a Manual Warrant
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+ The Personnel Administration Processor starts all Personnel Actions.
In these scenarios, we will show you how to complete the payroll
infotypes for an employee.



Scenario 4 - Managing Work Schedules

= Work schedules are created when the Personnel Administrator
Processor completes the Hire Action.

= Work schedules can be changed or maintained by both the PA
Processor and the Payroll Processor.

= Work schedules are created and maintained in Planned Working
Time (0007).

Display Planned Working Time (0007)

2 [ work schedule

T R Y = e (R
Find by | PersArea 1110 Dept of Persannel EEGroup 0 Permanent
< 4 Person PSubarea 0005

EESubgroup 00 Hourly {Hy OT Exermpt Status  Active

[ Collective search help Start 1040142004 To  12/31/9899  Chg. 12/13/2004 EMILIEN

() Search term
(] Free search

TWork schedule rue

Wiork schedule rule RO30 24(7: W-6n, 24 hpdd

Time Mt status 1 - Time evaluation of actual imes ]
Parttime employee

Additional time 1D

Working time
Employment percent 100.00
Dailyworking hours 24.00
Weekly working hours 168.00
Manthly working hrs 174.80
Annual working hours 2880.00
Weekly workdays 7.00
. . 83
Scenario 4 — Managing Work Schedules
WSD Personnel

Communication between the Personnel Administration Processor
and the Payroll Processor is important when managing work

schedules because both roles have access to maintain the
record.




Available Work Schedules

RestrictWalue Range (1) 52 Entries Found

= There are more than 50 work Resictons |
schedules in HRMS. = =
. =
= Typically, the work schedule [ [®IEI0RIs] |8=
. grouping: 1
is based on a 40-hour week, Holiday calendar D: 5C
but HRMS accommodates P8 arouping 10
non-traditional schedules. WS ru...”|Work schedule rule jext [PWS [Start Date [End Date
FULL  |5-85: M-F 8 hpd PO01 01/01/1990 12/31/9999
. RO03 585 T-4 8 hpd PO0Z 01/01/1890 12(31/9999
- ROtatmg work weeks ROD5 585 W-Sn, 8 hpd PO0S 01/01/1990 12/31/9999
— A|tered WOf'k days (flex ROO7 585 TheM, 8 hpd POOT 0160141980 12431/9939
ROOG 585 F-T,% hpd POOY 01/01/1990 12(31/9999
SCthU'GS) RO11 585 SEW, 8 hpd PO11 01/01/1990 12(31/9999
— Shortened work weeks RO13 585 Sn-Th, & hpd PO 01/01/1990 12(31/9999
RO15  4-10s: M-Th, 10 hpd PO1S 01/01/1990 12(31/9999
RO17  4-10s T-F, 10 hpd POIT 01/01/1990 12(31/9999
 Additional work schedules [0 1o it o e
can be reques_ted in the RO23  4-10s F-mm'unpu PO23 01/01/990 12/31/9999
future. You will need to RO25 410 SET, 10 hpd PO26 01/01/1890 12/31/9998
make a formal request RO27  4-105 Srw, 10 hpd PO27 01/0111990 12/31/9999
RO30 24/ M-Gn, 24 hpd PO29 01/01/1990 12(31/9999
through your agency. RO31  4-9si4: M-Th9,F 4 PO31 01/01/1990 12/31/9999
RO33  4-95i4: T-F 9, 5t4 PO33 01/01/1990 12/31/9999
HR Scenario 4 — Managing Work Schedules ®*
‘ ging

= Work schedules were developed based on input from all agencies
and reflect the most common types of schedules. Rotating work
weeks

+ Example: Week begins on Friday noon, instead of Monday.
» Altered work days (flex schedules)

+ Example: Work day is 10 hours, rather than the standard 8
hours.

» Shortened work weeks



Change Work Schedule

= Short or long-term changes can
be made to the work schedule
after it has been established.

» The Time and Attendance
Processor makes short- term
changes to an employee’s work
schedule using a work schedule
substitution.

» Long-term work schedule
changes are done by the
Personnel Administrator
Processor or the Payroll
Processor using Planned Working
Time (0007).

HR Scenario 4 — Managing Work Schedules 8
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&= Instructor — Provide participants with examples of situations in which
they might need to use a work schedule substitution.

* Note: After a short term change has ended the schedule reverts back
to the original work schedule rule (the employee’s regular schedule).

« For more information related to short term schedules refer to the
HRMS Personnel and Time Recording course materials.



sjlaHICae SHE D0

= To complete a long-term work ST
schedule change, follow menu path: & @ |
{1 Favorites;
= 554 menu
— Human Resources > Personnel §
Management - Administration s Qmy
- HR Master Data - Maintain - Srn
< {3 HR Master Data
* You can also access the transaction St

1) PA42- Fastentry: Actions
(21 Info Systerm

using the transaction code PA30 > cm
(Maintain Master HR Data). p D
> @

Persannel Development
b (3 Benefits
[ [ Compengation Management
[ (1 Personnel Gost Planning
D () Management of Global Emplayees
[ (1 Budget Managernent
[ () Pension Scheme
[ (1 Tirme Management
D (3 Payroll
b [ Training g and Event Managerment
I (3 Organizational Management
b (1 Information System
(3 Information Systems
b (1 Tools
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WSD Personnel

Long term work schedules should be coordinated between the Personnel
Administration Processor and the Payroll Processor as both roles have
access and each require the change information.



Long-Term Work Schedule Change

= Enter the employee’s Personnel no.
» Click & (Enter) to validate
= Select Planned Working Time (0007) on the Time Recording tab

; [@=| Maintain HR Master Data
= Select Allin - T
. . & & [0 P
the Periodfield =
‘: Personnel no
F
H Q
= Click & -
(Overview)
Bagsic Personal Data k Payrall h Benefits | Time Recording h Addtl. Person Ih

1| | linfatype test [e.][_|| [ Perion

N Planned Working Time @ Period
[ Fr. To
| |Absence Quotas O O currweek
| _|Attendances () Current maonth
|_|Attendance Quotas From curr. date O Last week
|__|Quota Corrections ) Up to Today O Last manth
|| [puosetiuidags ) Current Period ) Current Year
|_|Time Quota Compensation [=] Choose
|_|Overtime [~]
Direct selaction
Infotyps STy

HR i ' &
Scenario 4 — Managing Work Schedules
WSD Personnel 1

Note that if you do not know the personnel number, you can

perform a search using the [@Matchcode) button in the Personnel
no. field.




Long-Term Work Schedule Change

List Planned Working Time

ozmla=

CRIL L =l2]
Find by E

= §f Person

mCollecﬁve search help = @1/81/1808 12/31/9888

{H) search term
() Free search

_____________

= Select the record you want to change from the overview list

= Click @ (Copy) to copy and continue

WSI:PIRI Scenario 4 — Managing Work Schedules 88

By using the opy) function, you ensure that you are not only
making changes to the employee’s working time, but you are also
creating a history of planned working time for an employee.




Long-Term Work Schedule Change

=  Qverwrite the Start Date with the new effective date

» Qverwrite the Work Schedule Rule with the new work schedule
» Click[@] (Enter) to validate = Click B (Save) to save

¢

s aBl @e@e SHE Bhon BE @B

Copy Planned Working Time

2 [0 work schedule

= Sle
Find by
= @@ Person
[H} Collective search help
(Hl Searchterm
(] Free search

Personnel Mo, 81777 Mame
PersArea 1111 Human Res Info Sys Div
PSubarea | 088

Start

MEACH DEBORAH ANN
EEGroup O Permanent

EESubgroup 91 Monthly(Mj OT Exemn.. Status Active
12/31/9999

To

‘Work schedule rule

Work schedule rule Re21 -39
Time Mgmt status
[¥] Part-time employee

I4-F 8 hpd
tion of planned times [}
Additional time ID

Working time

Employment percent 50.00 [¥] Diyn. daily work schedule
Daily warking hours 4.08 Min Max
‘Weekly working hours 20 .00 Min Max
Menthly working hrs 87.00 Min. Max
Annual working hours 104008 Min. Max
Weekly workdays 5.00

Scenario 4 — Managing Work Schedules 89

Clicking & (Enter) populates the screen with the infotypes that
have been created for this employee. Available infotypes are
marked by a check to the right of the infotype name.




Create and Maintain Payroll Master
Data

Scenario 1 New Hire

Scenario 2 Appointment Change
Scenario 3 Employee Separation
Scenario 4 Managing Work Schedules
Scenario 5 View Basic Pay

Scenario 6 Cost Distribution Change

Scenario 7 Hourly Rate Per Assignment

Scenario 8 Bank Details for Warrant or Bank Transfer (ACH)
Scenario 9 Cancel a Warrant/ACH

Scenario 10 Recover a Manual Warrant
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The Personnel Administration Processor starts all Personnel Actions. In
these scenarios, we will show you how to complete the payroll infotypes
for an employee.



Scenario 5 - Viewing Basic Pay

ata Edit Goto  Extra s 1y}

alalE 2

= Use Transaction Code PA20

Display HR Master Data [@iz Dispiay HR Master Data
= Enter the Personnel no. & R
Fersonnel no. I
» Click & (Enter) to validate
Basic Personal Data h Benefits k Time Recording L
» Click the Payroll tab
Infotype tet E.] | [Period
» Select Basic Pay (0008) fasic Py ] © Pering
_Recurring Payments/Deductions Fr.
= (Click D|sp|ay o _|Aaitional Payments O Today
| |Cost Distribution Al
| |Bank Details () From curr.date
_E)demal Bank Transfers ) Up to Taday
I il s () Current Period
Residence Tax Area
:WorkTa}{Area E m
Direct selection
Infotype 5Ty

Scenario 5 — View Basic Pay

WSD Personnel
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» Click on Salary Amount to
display an employees;

Annual salary
Salary monthly
Semi-monthly salary
Weekly wage
Hourly wage

= View the body of the screen
for other information;

— Pay Scale Group and
Level

— Next Increase
— Annual Salary

WSD Personnel

Annual safary!

Scenario 5 - Viewing Basic Pay (con’t)

Salary per Period (i USD)

42,178.00

Scenario 5 — View Basic Pay

elp Salarymanthly 3,514.83
& 0 (08 D ¢ Semi-manthly salary 1,757.42
Salarylevery 14 days 1,622.23
Wagetweekly 1112
Salaryhourly 20.20
Personnel Mo 236118 Narme HALL ERIN
FersArea 1300 Dept of Printing Eeon ¥ %
PSubarea 0BOY Bindery & hrs EESubgroup 03 H-OT Elig=Daily Sche Status  Aclive
Start 03/01/20088  to 1203119999 Chgd B1/25/2008 PATTVP
Sublype @ Basic contract
Pay scale
Reason 20 Appointment Change Capacity util, level 100 88
PS type DQaners ‘Work hours/period 87.08
PS area 30 PNTR Bindery Nextincrease 8370172009
PS5 group H18 Level & Annual salary 42,178.€
Wa... Wage Type Long Text 0. Amount Curr... |Indval A Numberfunit L]
1081 Base Rate / Hourly Wage 20.28 UsD I 0.08
c
B I I[4][»]
14| 03/01/2808 - 12/31/2338 [ 4 | »| 20.28  USD

«If you have the Payroll Processor role then you’ll maintain this infotype by
using the Copy function to make the changes.

*Use this infotype to view salary details for an employee.
*Use this infotype to add dual language pay and shift differential pay.



Scenario 5 - Viewing Basic Pay (con’t)

» In the lower body of the screen
note;

Wage type

Ce® CHE DDhoD

Display Basic Pay (0008)

@ B & | salaryamount | [ Payments and deductions

WSD Personnel

Personnel Mo, | 236119 Name  HALL ERIN T
] | Persarea 1300 DeptofPrinting EEGroup O Permanent
PSubarea 000V Bindery 8 hrs EESubgroup 03 H-OT Elig=Daily Sche Status Active
- - Start 03/01/2008 o 12/31/9993) Chod 01/25/2008 PATTYP
Field 1001 defaults if the
Value is employee is hourly :
Subtype 8 Basic contract
1001 Pay scale
) ) Reason 28 Appaintment Change Capacity util. level 18600
Field 1003 defaults if the PStye 8 Priners ork &7.00
Value is emp|oyee is pa|d PSarea 30 PNTR Bindety Mextincrease 03/01 /2008
PS group e Level 4 Annual salary 42,178.80
1003 monthly
. v e Wage Tme Long Texd olarmaunt cur. [indal.|add 1o total &
Other wage types are exist. 1001 oo Ruto/ Hourrags 220 eo |1 .
WT |Wage Type Long Text |Start Date |Eml Date
1003 |Pay Period Salary 01/01/1900 1243179995
1014 Assignment Pay 10% all - 0140171900 12/31/9933 b
1016 Assignment Pay §5 Sh all 01011900 12431/99398 =
1044 Shift Difference-all agys  01/01/1900 12/21/9999 Q] ] oo
1046 Salaried Var Assign Pay 0170171900 12/31/9933 14 p3 101 2005 [a)12/31 19808 e e
93




Scenario 5 - Viewing Basic Pay (con’t)

= View the body of the screen for Ind..val. _
Next increase and Ind. val.; (Indirect Valuation)
Field Value | Indicates the employee’s
of “I” salary is based upon the
State Compensation Plan
Capacity util. level 100,00 administered by the DOP.
YWark hoursiperind 87.08 Semi-monthl If a date is in the Next
I Mextincrease 0301 /2009« Increase field, this
T Sl 42 178 0 employee will see a raise
automatically on this date.
: Field Value If the field is blank, the
T S;g'"lllnd'val' J% Numbeuﬁuunljt U is blank employee is directly valued
: : meaning the agency is
responsible for maintaining
this infotype when the
employee is due for a pay
increase.
[+]
[-]
L]

Scenario 5 — View Basic Pay 94
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Scenario 5 - Viewing Basic Pay (con’t)

n Cllckon Payments Al @ag DHE DDLHa BE @
and dedUCtionS tO Display Basic Pay (0008)

. =] ‘g| Sa\aryamuuml Payments and deductions I
view current

deductions;

n Help

@ 500 ©0e SHR OO0 BE DS The deductions are also displayed
Payments and Deductions on Recurnng PaymentS/
1l
Fevorti srvos. e o s2rn1o0m Deductions Infotype (0014)
Perho Name Activity PT PA PS Group Pl
Infotyp Subtyp Start Do
Reas
W. type Amount Curr D Number Unit xmfe ] Q\c@e\gﬂﬂﬂﬁl@ﬁﬁﬁ\@l@
BO236119 HALL ERIN T BEI 09 30 H1O A -
0088 Basic Pay 0 CoSle GURGEs: axres0 OVerview Recurring Payments/Deductions (0014)
20 Appointment Change
1001 Base Rate / Hourly 20.20 USD .00 (’?l
parr 20.20 USD .08 F
8014 Recurring Payments/Deductions 2661 03/01/2¢| Pgrgannal Mo, 236119 Name HALL ERIN T
B1 Pay scale increase
2661 Charity 15.00 UsD & B.00 Persarea 1300 Deptof Printing EEGroup ® Permanent
PSubarea 80V Bindery & hrs EESubgroup 83 H-OT Elig=Daily Sche Stalus  Active
5 chonse  B1/B1/1888[@)tn 1273179999 8Ty,
Yiags type Wage Type Lang Ted  From Ta 0 |Ameunt cey |
2661 Charity 0GI01/2006 1 2131/5399 15.00USD |E

Scenario 5 — View Basic Pay %

WSD Personnel




WSD Personnel

Exercise:
View Employee Basic Pay (pg 27)

96




Create and Maintain Payroll Master
Data

Scenario 1 New Hire

Scenario 2 Appointment Change
Scenario 3 Employee Separation

2 ®

Scenario 4 Managing Work Schedules
Scenario 5 View Basic Pay
Scenario 6 Cost Distribution Change

Scenario 7 Hourly Rate Per Assignment

Scenario 8 Bank Details for Warrant or Bank Transfer (ACH)
Scenario 9 Cancel a Warrant/ACH
Scenario 10 Recover a Manual Warrant
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+ The Personnel Administration Processor starts all Personnel Actions.
In these scenarios, we will show you how to complete the payroll
infotypes for an employee.



(0027).
* Fields to complete:

— Pct. (Percent)

— Fund

— Functional Area
— Cost Object

— AFRS Project

— AFRS Allocation

= Click & (Enter)
= Click B (Save)

WSD Personnel

— Distrib. (Distribution)
— CoCd (Company Code)
— Cost ctr (Cost Center)

Distrib. [

Scenario 6 - Cost Distribution Change

= Use Cost Distribution (0027) to override the cost associated with
an employee’s assigned position.

= Use when an employee is paid by a cost center other than the
one that is assigned to their position, complete Cost Distribution

Master cost center

Cost distribution

CoCd |Costctr

Pct

il Functional Area |Cost Object AFRS Project |AFRS Allocation l

o

3 [l

98

+ Use this infotype if an employee’s work needs to be billed to more than
one cost center for a longer term (over 30 days) or if the position is
shared between multiple employees for the length of a project.

* You may enter up to 12 lines of accounting data on this infotype,
however, you can enter an unlimited number of accounts in CATS.

(Time Recording)

« If a cost center
needs to be changed
for one or two pay
periods, the Time
and Attendance
keeper can make the
change in CATS
(Cross-Application
Time Sheet) using
the Data Entry
Profile, SOW-1.

CATs

Overrides
Cost Distribution
(IT 0027)

which overrides

Cost Center
assigned to the Position
(IT 0001)



Cost Distribution Fields

HRMS Field SOow Code Calculation Format Example (DOP)
Name Accounting
Object
Cost Center | Organizational | Three character business area | AAAXXXX000 111H110000
Index + AFRS Org. Index + 000
Fund Appropriation Three character business area | AAAXXXXXX0 1114199020

Index & Fund + AFRS Appropriation Index +
AFRS Fund + 0

Functional Program Index | Three character business area | AAAXXXXX00000000 | 1110990000000000

Area + AFRS Program Index +
00000000
Cost Object | Master Index Three character business area | AAAXXXXXXXX0 111000130000
+ AFRS Master Index + 0
AFRS Project, Sub Three character business area | AAAXXXXXXXX 11191010000
Project Project & + AFRS project + AFRS
Phase subproject + AFRS Project
Phase
AFRS Allocation Three character business area | AAAXXXX 1110000
Allocation + AFRS Allocation Code
Legend:

A — Agency/Business area (3 characters)
X — AFRS Org Index

0 — Filler characters, usually 0 99

WSD Personnel

= This slide is used as a cross-walk between HRMS fields and State of
Washington accounting objects.

» Use Cost Distribution (IT0027) when an employee’s work needs to
ge bi;led to more than one cost center for a longer term (over 30
ays
* Or, if the position is shared between multiple employees for the
length of a project.

* You may enter up to 12 lines of accounting data on this infotype,
however, you can enter an unlimited number of accounts in CATS.
(Time Recording)

+ If a cost center needs to be changed for one or two pay periods, the Time
and Attendance keeper can make the change in CATS (Cross-Application
Time Sheet) using the Data Entry Profile, SOW-1.



Create and Maintain Payroll Master
Data

Scenario 1 New Hire

Scenario 2 Appointment Change
Scenario 3 Employee Separation
Scenario 4 Managing Work Schedules
Scenario 5 View Basic Pay

Scenario 6 Cost Distribution Change
Scenario 7 Hourly Rate Per Assignment
Scenario 8 Bank Details for Warrant or Bank Transfer (ACH)
Scenario 9 Cancel a Warrant/ACH

Scenario 10 Recover a Manual Warrant
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+ The Personnel Administration Processor starts all Personnel Actions.
In these scenarios, we will show you how to complete the payroll
infotypes for an employee.



Scenario 7 - Hourly Rate per Assignment

Use Hourly Rate per Assignment
(0554) if an employee is eligible to

work a position other than the one |2l Rate perassignment
recorded on the Organizat/'ona/ Assignment 0001 1st Assignment ia_l
Assignment (0001) infotype. Objecttipe 5
Position 60004568 Position A1
= Infotype is required if recording || “aluation hasis 12.00  USD
hours worked at different rates | Costassignment N Standard cost assignment &
of pay.

= Create this infotype so hours
can be entered into CATS.

= Fields to complete:
] P OLQR User Procedure: Hourly Rate
= Assignment Per Assignment to complete this

= Position task.
= Valuation Basis
Click & (Enter)

Click (Save)
101
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« For example, a ticket-taker, who earns $10/hour, may work as a
deckhand earning $12/hour every other Wednesday. That
employee can enter time against both positions and be paid the
appropriate rate.

» Enter the hourly rate Valuation Basis field for each position.



Create and Maintain Payroll Master
Data

Scenario 1 New Hire

Scenario 2 Appointment Change
Scenario 3 Employee Separation
Scenario 4 Managing Work Schedules
Scenario 5 View Basic Pay

Scenario 6 Cost Distribution Change

Scenario 7 Hourly Rate Per Assignment
Scenario 8 Bank Details for Warrant or Bank Transfer (ACH)
Scenario 9 Cancel a Warrant/ACH

Scenario 10 Recover a Manual Warrant

102

+ The Personnel Administration Processor starts all Personnel Actions.
In these scenarios, we will show you how to complete the payroll
infotypes for an employee.



Bank Details for Warrant or Bank
Transfer (ACH)

= If an employee elects Tg
to have their pay

Infotype  Edit Goio  Exras ysterm  Help

& i Cat CHEDDO8 L
Copy Bank Details (0009)

deposited through =

. i
Bank Details for

Personnel Na. 5944 Mame Anthony Peabody

Warrant or Bank PersArea 1110 Dept of Personnel EEGroup € Permanent
TranSfer (ACH), the PSubarea D83 Exernpt EESubgroup B3 H-OT Elig=Daily Sthe Status  Active
bank |nf0rmat|0n |S Start o1/@1/2008 @ID 1243179999
entered on the Bank | sarkdetais
Deta/'/s (0009) Bank Details Type Main bank z
. Fayee Anthory Peabody
InfOtype Postal code / city 98505 Lacey

vpr . Bank Country Lse T

= The prenotification Bank Key 021300556 KEYBANK NATIONAL ASSOCIATION

process iS a Bank Account Mumber 1254545698521 Bank control key
Centra“zed Ejgrf;;z?melhud il Bank transfer (ACH )
transaCtlon that runs Payment currency usD

in a nightly batch.

Scenario 8 — Bank Details for Warrant or Bank Transfer (ACH) 103

WSD Personnel

Warrant = Paper Check or Statement
Bank Transfer = Direct Deposit
» Agencies run their own ACH letters.

» We will walk through the steps for creating the letters in the coming
slides.



Bank Details for Warrant or Bank

Transfer (ACH)

= Once an employee’s bank
details have been entered
or changed, an ACH letter
can be run.

= Agencies run their own
ACH letters and distribute
them for employees to
confirm the correct
information has been
entered.

= Transaction code:
ZHR_RPTPY713

» Fields to complete:

— Period
— Selection
— Additional Selections

= Click @ (Execute)

Erogram  Edit 5 Help

& | ZHR_RPTRY712

100G SHE HHEND | FEEI O

EFT Employee Letter
@ H )

| selectionsfrom | = Searchhelps

5 Org. structure

Period

% Today ) Current manth 0 Currentyear

0 Up to today I Frorm today
0 Other period
Period @ To

Paytoll period

Selection
Personnel Mumber
Personnel area
Personnel subarea
Business area

Payroll area

Additional Selections
[ Errars Messages

Scenario 8 — Bank Details for Warrant or Bank Transfer (ACH)

WSD Personnel
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Bank Details for Warrant or Bank

Transfer (ACH) Letter
After the report sAP
is executed, a
print dialogue
box displays. :

Page selection

OutputDevice LocL

» You can either

MName SMART  LOCL HEATHERH

print the Ietter :.tlltinnzalmm
Or preVIeW hOW Number of Capies
it Wi” print_ [¥] Print immediately MNumber 1

[] Delete After Output [ Group (1-1-1,2-2-2,3-3-3, .3
[] Mew spool regquest
[ ] Close Spool Request

Spoal retention pd g Dayis) SAP cover page Do Mot Print 4]
Starage Mode Print only B Recipient

Spoal Control

Cover Page Seftings

Department

53 Print| @3 Print preview | 38

Scenario 8 — Bank Details for Warrant or Bank Transfer (ACH) 105
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Bank Details for Warrant or Bank
Transfer (ACH) Letter

= Once you have
previewed the
letter, print it to
your local
printer.

= Then the letter
is sent to
employees to
confirm the
accuracy of the
bank details
entered in
HRMS.

@ 20H Cee DHE DDODIRE @m
Print Preview of LOCL Page 00001 of 00001
Archive Print and Archive

State of Washington
Department of Personnel

Ageney: 4300
Organization Code: 30005756

February 09, 2008

SMITH, JERRY
234 Dak 5t

LUTHERVILLE, MD 21093

the State of Washingtan to autamatically deposit your net wages
ion has been i

recorded properly.

ur wages wil be deposited tathe proper financisl nstitution
sit of your wagss will begin as soon as the ascount

s pproximately 10 to 15 calendar days,

BAINK OF AMERICA, HA
er: 011201209

125215669

Department of Personnel

Scenario 8 — Bank Details for Warrant or Bank Transfer (ACH)

WSD Personnel
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* When to generate these letters will be a business decision for

your agency.

+ One example could be to have the person that entered the

ACH information to print the letter as part of the process.




Bank Details for Warrant or Bank

Transfer (ACH) Report
= After the letter is printed, HRMS will display information on

the ACH letters that were generated.

= As with any report, this information can be exported and
saved.

n  Help

A0 eoe CHE BUon OF 0

List Edit 6

EFT Employee Letter

State of Washington - HRMS

Repart ID: ZHR_RPTPY713
Control Totals for EFT Letters

User © HEATHERH

Total Records Processed 1 List Edit &
Total Retirees o Print N 8 |
Total Mon-Retirees 1 _677 L L ea 1
Save/Send ’ Office
L
Exit Shift+F3 Report Tree
File:

EROTT 10, CRRRETETIT
User HEMTHERH

Total Records Processed
Total Retirees
Total Mon-Retirees

Scenario 8 — Bank Details for Warrant or Bank Transfer (ACH) 107
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+If you do not run the report daily, be sure to include the dates of
employees who have had information entered in their bank details since
the last run.

*The ACH Employee Letter report also identifies what files/employees will
have their bank pre-notification run during the batch process.



WSD Personnel

Exercise:
Create Bank Details for Direct Deposit (pg 31)

108




Create and Maintain Payroll Master
Data

Scenario 1 New Hire |
Scenario 2 Appointment Change
Scenario 3 Employee Separation
Scenario 4 Managing Work Schedules
Scenario 5 View Basic Pay

2y
Scenario 6 Cost Distribution Change Wg \
Scenario 7 Hourly Rate Per Assignment ¥

Scenario 8 Bank Details for Warrant or Bank Transfer (ACH

‘.'-
OIS

~

Scenario 9 Cancel a Warrant/ACH
Scenario 10 Recover a Manual Warrant

109

+ The Personnel Administration Processor starts all Personnel Actions.
In these scenarios, we will show you how to complete the payroll
infotypes for an employee.



New Terms

Off Cycle Reversal

Event that occurs when a warrant or direct
deposit is cancelled because of an error.

Off Cycle Workbench

An HRMS component used to process off-
cycle reversals for warrants and ACH files.

WSD Personnel 1
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Warrant/ACH Cancellation Process

Off-cycle reversals are payroll process events in which
employee warrants or ACH payments are cancelled
because of errors or discrepancies.

» Warrants are the actual ‘physical’ checks that are
distributed to each employee on pay day.

A two step process is necessary to cancel a ACH:

1. Contact HRISD Help Desk to process the ACH reversal
through OST. This creates a negative ACH transaction but
does not guarantee the money will be returned.

2. Process the reversal through the HRMS Off-cycle
workbench and cancel / reverse the payments.

Hn Scenario 9: Cancel a Warrant 111
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= The Payroll Processor is responsible for entering employee
payroll-related master data reversal data into HRMS prior to the
start of the off-cycle workbench.

= Subsequent payroll processes that follow are similar to those
executed during a normal payroll run and are automatically
processed.




Off-cycle Workbench

= The off-cycle workbench is an HRMS component

used to process off-cycle reversals for warrants
and ACH files.

= The types of payment processing using the off-
cycle payroll workbench include the following:

— Warrant / ACH cancellations

= The off-cycle workbench is not used to replace lost
or misplaced warrants.

Hn Scenario 9: Cancel a Warrant 112
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The purpose of the off-cycle workbench is to perform the step of
reversals. No processing outside the payroll system will occur.

Prior pay periods occur in the off-cycle workbench.

= However, prior pay periods that have been locked, will not be
allowed to be reversed that are more than a year old.

» For example, fiscal years can be closed, thus restricting
someone from accidentally reversing or deleting a closed pay
period.

It does not matter how an employee is paid (by warrant or ACH),
you still must cancel or call in an ACH reversal or warrant
cancellation.




Cancel a Warrant/ACH

» There are a number of differences in how HRMS processes
cancelled warrants.

— Employee master data is changed to reflect desired
corrections.

— The pay period that should be “cancelled” for an employee
is reversed using the off-cycle workbench. This flags the
payroll period with a reversal indicator.

— The reversal for cancellation is processed when the next
pay period runs.

= Note: This may result in a partial or complete reversal of the
pay period results depending on master data changes.

— Financial postings and deductions are corrected by the
normal payroll process.

Hn Scenario 9: Cancel a Warrant 113
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A partial reversal is created when there are retro changes for hours
worked are changed to leave without pay.




Cancel a Warrant/ACH: An Example

= Mitch Knight, an employee in your agency, had the following
pay period results for January 15t through 15™. He is expected
to be paid on January 25.

Gross Pay Earning 2000
Credit Union Deduction | Deduction 200
Retirement (EE) Deduction 260
Health (EE) 10
Health (ER) 594.58
Union Dues Deduction 18
Taxes (EE) Tax deduction 430.34
Taxes (ER) 163.23

Scenario 9: Cancel a Warrant 114




Cancel a Warrant/ACH: An Example

= When Mitch’s warrant is delivered, it is discovered that
Mitch should have terminated on January 3. This was not
entered into HRMS until after payroll was run. The warrant
has been returned to the payroll office.

= To fix the situation, you should:

— Reverse the payroll period in the off cycle workbench

— Have the Personnel Administration Processor and Payroll
Processor execute the separation action on January 3.

— Simulate the payroll period to determine the net pay the
employee should receive.

— Phone Mitch to see if he would like his last check on the first
pay period in February or pay him with a manual warrant.

Hn Scenario 9: Cancel a Warrant 115
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Once you have completed the steps above, the reversed period is
recalculated in February based on the new master data.

In this example, Mitch’s adjusted gross would be $400, deductions
would still be taken at the same amount, the retirement contribution
will be based on 1/1 — 1/3, and the taxes would be reduced.

Note: You CAN NOT delimit retirement plans until the last day of the
pay period in which the employee terminated.




Cancel a Warrant/ACH

L g;;f;:jzu » There are two ways to access
b ggme N t the off-cycle workbench
ross-Application Components . . .
b O3 Logistics transaction within HRMS at the
D ccountn
i Siiumanthsuurces SAP Easy ACCGSS screen.
@ PPMDT - Manager's Desktop
b [ Personnel Managerment _ MenU pa’[h
[ [ Time Management
E ?Eygu”mm = Human Resources >
= i3 Americas = Payroll >
> 0 Argentina .
b (3 Brazil = Americas >
[ [ canada -
B [ Mexico USA >
v Suss = Off-cycle >
B [ Payroll
= PUOC_10 - Off-Cycle Workbench
— Command field
gﬁﬂggfgﬂuiﬁjg‘;w:“ RITEEEEEE = Enter transaction code: PUOC_10
® PUGQCLL - List replacements, reversals
Hn Scenario 9: Cancel a Warrant 116
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Instructor — Show patrticipants both the menu path and transaction
code methods to access the off-cycle workbench.



Cancel a Warrant/ACH

O Ei G e Help
@ |l piiicge CER o BA@ = The Off-Cycle
Off-Cycle Workbench Workbench screen
appears.
srsannal Number 5697 ria Laursd
e of S = Enter the Personnel
[ Payran k ¥ Replace payment &3 Assign check . | Number_
Payroll history - Reverse = Click on the Reverse
EE Pmt date ‘Re. ‘Re. ‘Imf.. ‘EM ‘Paymemnumber ‘Reasun ‘ 1Ar'm:lum Crey pa ment tab (the Screen
— : : : to the left appears).
= Click the grey box to the left
of the warrant you want to
0]l o cancel.
Information on payments to be reversed - Enter a Revefsa/ I’eason.
D A o = Click Reverse.
= Accept the error. The
D] 0] warrant is now cancelled.
I Reversal reason EI II
Scenario 9: Cancel a Warrant 117

In this example, we are canceling a warrant for Emma Laurel,
employee 00005897, on 1/26/2004.

Reversal reasons can include warrant that are:
» Reverse check payment
= Check voided after printing
You can click the history tab to see cancelled warrants/ACH.
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Exercise:
Cancel a Warrant (Statement) (pg 35)
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Create and Maintain Payroll Master
Data

Scenario 1 New Hire

Scenario 2 Appointment Change
Scenario 3 Employee Separation
Scenario 4 Managing Work Schedules
Scenario 5 View Basic Pay

Scenario 6 Cost Distribution Change

Scenario 7 Hourly Rate Per Assignment

Scenario 8 Bank Details for Warrant or Bank Transfer (ACH)
Scenario 9 Cancel a Warrant/ACH

Scenario 10 Recover An Overpayment
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+ The Personnel Administration Processor starts all Personnel Actions.
In these scenarios, we will show you how to complete the payroll
infotypes for an employee.



Scenario 10: Recover an Overpayment

= The Payroll Processor corrects the overpayment by running a
retroactive payroll, which reprocesses the previous pay period,
calculates the overpayment, and prepares to recover it in the next
payroll.

= The agency identifies the amount of money that is scheduled to be
taken away.

= Since money can not be withheld from an employee’s check without
his/her approval, the agency creates a positive balancing adjustment
that matches the overpayment amount to ensure nothing will be
withheld from the employee’s check until repayment arrangements
can be made.

= Finally, the agency creates a recurring deduction to recover the
overpayment over a period of time agreed to by the employee.

Hn 120

WSD Personnel 1




Scenario 10: Recover an Overpayment

b (B3] Eevianies = To recover an Overpayment
A= Ep menu access the maintain master data
[» Office . e
[ — transaction within HRMS from
b (1 Logistics the SAP Easy Access screen:
[ [ Accounting
¥ 3 Human Resources — Menu path: SAP Menu >
) PPMOT - Manager's Desktop
e P e s Human Resources 9. Eersopnel
= {23 Administration Management - Administration
< {3 HR Master Data - HR Master Data - Maintain
PA4D - Personnel Actions
PA30 - Maintain | or
(g PAZ0-Display — Command field
g Ei;g ) E:;TEZT;' File = Enter transaction code: PA30

2 PA42 - Fast entry: Actions = Click Enter.

Hn 121
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Scenario 10: Recover an Overpayment

HR master data  Edit Goto  Extras  Utilities  Setting

@ a )

om _Help
U@ DHE ODoD EE @m

8| Maintain HR Master Data
I EREE A0

—

Personnel no 20000054 (=
Name Reynolds Logan

PersArea 4800 Dept Natural Resources
PSubarea GBPT Agywide Non Sup  EESubgroup 08 M-OT Elig-4DhrsAuk

Bank Details From curr date

Extermnal Bank Transfers Up to Today
Payrall Status 14 Gurrent Period
Residence Tax Area = E Choose
Work Tax Area 5

Direct selection

Infatype Additional Payments STy

EEGroup 0 Permanent

Status  Active

Basic Personal Data '~ Payroll | Benefits | Time Recording | Addil. Personal Data
Infotype text E Period

Brasic Fay o = Period

Recuriing Payments/Deductions = Fr. To

|Additional Payments Today Cur.week
Cost Distribution All Current month

Last week
Last month
Curment Year

WSD Personnel

The Payroll Processor
uses the Maintain Master
Data screen to access
Additional Payments
(0015) to recover an
overpayment.

Enter the Personnel no.
for the employee.

Click to the left of the
Additional Payments on
the Payrolltab.

Click 3 (Create)
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Scenario 10: Recover an Overpayment

= In the Wage type field, click [@)
(Matchcode) to open the
selection list. | —

System

ern Help

CQa® DHRI D000 PE @B

- Select Wage Type 3231 Creat;A;édiziona! Payments (0015)
Gross Adjustment.

Personnel Mo, 208068054 Narme Reynolds Logan
PersArea 4900 Dept Natural Resources EEGroup B Permanen t

] C||Ck (Copy) PSubarea OOPT Agywide NonSup  EESubgroup 0B M-OT Elig»4Ohrsivk  Status  Active
= Enter the Amount. Adiional Payments

Wage type 3231[=
= Enter the Date of origin o =

Date of otigin B3/15/2006

= Enter the Reason for Change. | b0

Assignment number

* Click & (Enter) Eamm e
= Click E (Save).

Hn 123

» Date of Origin: The system defaults to the last day of the next pay
period, correct this if necessary.

» In the amount field, enter the positive equivalent of the /552 wage
type amount shown in the Wage Type report.

=  When multiple payrolls were run prior to correcting the error, the last
/552 inflow amount should be used for the balancing adjustment.

» In the Date of Origin field, enter the last day of the pay period in
which the system would try to recover the overpayment.

@ Reminder: To avoid a system error, do not check “Display Log” when running
a simulation for more than 5 employees.

»  The purpose of the Payroll Simulation (PC00_M10_CALC_SIMU) is to allow
you to verify the master data for one employee or a small group (5 employees
or less) of employees prior to running payroll.



Scenario 10: Recover an Overpayment

* Run a payroll simulation to verify that no money will be
withheld from the employee’s next check.

— See detailed instructions on the OLQR under HRMS Reports:
Payroll Simulation (PC00_M10_CALC_SIMU)

= Once the payroll simulation has been run, the next step is to set
up a payment plan to recover the overpayment.

Hn 124
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%;,5} Reminder: To avoid a system error, do not check “Display Log” when

running a simulation for more than 5 employees.

The purpose of the Payroll Simulation (PC00_M10_CALC_SIMU) is
to allow you to verify the master data for one employee or a small
group (5 employees or less) of employees prior to running payroll.



Scenario 10: Recover an Overpayment

b O ravories » To set up the payment plan
A= Ep menu access the maintain master data
[» Office . e
[ — transaction within HRMS from
b (1 Logistics the SAP Easy Access screen:
[ [ Accounting
¥ 3 Human Resources — Menu path: SAP Menu >
) PPMOT - Manager's Desktop
e P e s Human Resources 9. Eersopnel
= {23 Administration Management - Administration
57 ‘3 HR Master Data - HR Master Data - Maintain
PA4D - Personnel Actions
PA30 - Maintain | or
(g PAZ0-Display — Command field
g Ei;g ) E:;TEZT;' File = Enter transaction code: PA30

2 PA42 - Fast entry: Actions = Click Enter.
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Scenario 10: Recover an Overpayment

= Enter the Personnel no.
for the employee.

< Ca@ Sl Btan BEE @n
Maintain HR Master Data

Dy eman| 2 = (Click to the left of the

Personnel no 20060054 s
Recurring Payments/
Persérea 4980 Dept Natural Resources EEGroup 0 Permanent .
PSubarea DOPT Agywide Mon Sup  EESubgroup 06 M-OT Elig=40hrsivk  Status  Active DedUCtlonS on the Pa_er//
Basic Personal Data ~ Payroll | Benefits | Time Recording | Addtl. Personal Data oy tab
| linfotype text E.|l_| Period .
\_\lﬁasiippay ‘v [=l| | @ Perind u CI|Ck O (create)
| Reduring B R To
|| Pay ) Taday © Curr week
| |Cost Distribution Al ) Current month
|_|Bank Details (4 ) From cum. date ) Last wesk
| |External Bank Transfers ©)Up to Today OlLast month
_|Payroll Status L4 ) Current Period ) Current Year
| |Residence Tax Area o
| |Wiork Tax Area [+]
| Direct selection
Infotype Additional Payments STy
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Scenario 10: Recover an Overpayment

Complete the following fields:

Start Date

Wage type (3223 RepayPlan

deduction)
Amount
Click [#] (Enter) to accept

Select the appropriate
payment model

Click [¥/(Enter)
Click Hl (Save).

WSD Personnel

Infotype  Edit Goto  Extr Help
10 eaQ SHBIODAa0 RE
Create Recurring Payments/Deductions (0014)

2%

Personnel No. 20000854 Narne Reynolds Logan
PersArea 4980 Dept Natural Resources EEGroup O Permanent

o EESubgroup 06 M-OT Elig=4Ohrsiwk  Status
Start [a) 12/31/9999

Wage typs

Amount usn

umber/unit
Agsignment number
Reason for Change

Payment dates
Payment model

127




Scenario 10: Recover an Overpayment

= Wage type 3223 has a dynamic action attached to it.
When the wage type 3223 is saved, an Additional
Payment infotype (0015) record is created with a wage
type 3224 (Repay balance).

= To complete the
overpayment.

process enter the fotal amount of the

Edit

Infotype Goto  Extras

N Help
@@ LR snan RE @0

&
= Click & (Enter) Create Additional Payments (0015)
2 %
. 0 =
u CIICk (Save). Persannel Mo, 20000054 Mame Reynolds Logan

Persfrea 4500 Dept MNatural Resources EEGroup O Permanent
PSubarea OOPT Agywide Mon Sup  EESubgroup O M-OT Eligs4Dhrsfiwk  Stalus  Active

Additional Payments
Waﬁe type 13224 [ RePay ba\em:e
Amount [ |
—
Murmberfunit

Date of origin 0370172008
Default Date

Assignment nurber 128
WSD Personnel | Reasan for Change

Wage type 3225 will be created that tracks the amount repaid to
date. When the amount in wage type 3225 matches the amount
of wage type 3224, the deduction will stop automatically.




Section 2 Review

= You should be able to:

— Explain how the HRMS roles work together to perform a
personnel action (hire/newhire)

— Describe the difference between creating and maintaining
Payroll Master Data

— Perform ten common Payroll Master Data scenarios

WSD Personnel
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Section 3
Health Care Benefits Overview

WSD Personnel




HRMS Benefits Overview

Upon completion of this short section, you will be able
to:

— Identify how benefits data interfaces between
systems

— Access health plans

HR 131
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Benefits Overview

.....

............
.
wst
‘-‘-
.
o
.
o
B

-----------------------
.. "~
b

HRMS

Retirement Plans
DCAP

Note: It may take two days for
the information keyed into PAY1
to upload to HRMS.

€ Inbound interface only to HRMS.
&= 132
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* Enrollments and terminations for Retirement Plans and DCAP are
entered directly into HRMS.

» Terminations for Medical/Dental insurance, optional life and optional
long-term disability insurance, auto/home insurance are terminated
through an interface (GAP 16).

 Enroliments for other benefits automatically interface with HRMS:
« DCP
« HCA
* Home and Auto Insurance (Liberty Mutual at this time)
* Flexible Spending Account (ASI)




Optional Benefit Plans Overview

= QOptional plans are maintained in HRMS or through the GAP
interfaces

— Dependent Care Assistance Program

= Deductions are created and stored in the employee’s Recurring
Payments/Deductions (0014)

— Deferred Compensation
» Stored in Savings Plan (0169)
— Life Insurance, Long Term Disability and Home & Auto
Insurance
= Stored in Miscellaneous Plans (0377)
— Flexible Spending Account
» Stored in Additional Payments (0015)

Hn 133
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Access Health Plans (0167)

Transaction Code - PA30

dras _Utilities ings

G ras g stem Help
BdH ee SHE ADOO HE @F

=  Enter the Personnel no.

Maintain HR Master Data
0O 7 s &l @

and CIiCk & (Enter) to I » | Personnel no 119549 I
H Find by Name  BARNHART DONNA T
Val |date < & Person PersArea 3530 St School for the Deaf EEGroup 4 Seasonal

= (Click the Benefits tab

Collective searg
Search term
Free search

PSubarea 00HP Agencywide EESUbgroup 04 LT Elig»Daily Sche Status  Active

= Click the gray box to the
left of the Health Plans
(0167) to select

= |n the Period section, click
“All”

» Click & (Overview) for
an overview of all actions
associated with Health
Plans (0167)

WSD Personnel

Basic Personal Data | Payroll '~ Benefts | Time Recording | Adtl Personal Data iy
<]+

Infotype text E

Healih Plans

ZVings Pans
Miscellaneous Plans
General Benefis Information

AN

[ L[]

| Direct selection
Infotype

Note: The Dental and/or Medical plan should
already be set-up in Health Plans (0167).




HRMS Benefits Review

You should now be able to:

— Identify how benefits information interfaces
between systems

— Access health plans

HR 135
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Section 4 - Deductions
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Deductions Overview

In this section you will be able to:

= Distinguish the differences between automatic and manual
deductions

= View the infotypes associated with deduction types
= See how to create:

— A recurring payment/deduction
— A one-time payment/deduction
— Employee tax exemptions
— Savings Bond information

= Delimit different types of deductions

Hn 137
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In this section we will cover different types of deductions in HRMS.
We will also cover how to access and complete employee
deduction infotypes.

If there is not enough money to cover a deduction, the system
will not take any of it with the exception of Health Care Insurance
and Retirement. Both will take the money that they can and the
remaining due will go into arrears and be taken the next payroll.

The majority of the deductions taken are done in the recurring or
one-time payment/deduction infotypes.

The Payroll Analyst role also has the ability to create or change
the deduction infotypes.




Manual - Recurring Payments/Deductions

= Both recurring payments and deductions are entered in the
same place in HRMS; Recurring Payments/Deductions
(0014) Infotype

— That the same payment be made over multiple pay periods

— Or payments with a specified or open-ended end date use
Recurring Payments/Deductions (0014)

= To access Recurring Payments/Deductions (0014), enter
transaction code PA30 into the Command Field.

& | a0 ] caa | Q
SAP Easy Access
= | 2| & |

1 Favorites
7 {3 8AP menu

b [ office

[P | Cross-Application Components

b [ Logistics

B [ Accouni ting

= {3 Human Resources

1 138
2 PPMDT - Manager's Deskion
WSD Personnel < {3 Personnel | Management

One deduction can be created at the time of the New Hire Action.

*Once the employee has been hired and all initial infotypes have
been completed, you can add additional payments/deductions
through PAS30.




Recurring Payments/Deductions

= Click on the Payroll tab Q- -c2_
ame
. PersArea 4900 Dept Matural Resources EEGmup © Permanent
= Select Recurring Peubarea 001 Non Remesenied  EESUbgouz 03 0T EigsDal Eche Shtus e
PaymentS/DedUCtlonS (001 4) Basic Fersonal Dala ~ Payroll | Benefts | Time Recording | Addfl Person... |, [«[» 2]
= Enter Personnel no. Gigkaei ] [Feren
Basic Pay v ® Period
. Recuring Payments/Deductions 4 Fr. To
- CIICk D (Create) -_:EH”D“E !EWV\E“S ) Today L Cummweek
7CDS[D\SmhuﬂDH (FAN) ) Current maonth
=  Fjelds to Complete; _[pank petails OFromourdate O Lastweek
_|External Bank Transfers ) Upto Today T ——
| Pyl i v LI\ | ©cunent periog ) Curtant Year
= Start/End dates JRescence T = Snoose
L}
Wag e ty pe Create Recurring Paymenis/Deductions (0014)
= Amount 2% J
u Payment Model (frequency E Personns| No. 5366 Name Jerone Bogard
F Persarea 49008 Dept Natural Resources EEGroup U Permanent
of payment) =

¢ LOLFlig=Daily Sche Status  Active
Start [3fta 12/31/9998

- CI|Ck @ (Enter) | Recurting PaymentsiDeductions
O Wage type &
= Click B (Save)

=1 Arnount usn

Al Reason for Change

Mumberfunit

Assignment number

Payment dates
Payment model

39
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 |If an employee wants to “skip” a month, their deduction needs to be
delimited prior to that month and restarted for the next month that the
employee wants the deduction to occur.

 All deductions going to the same agency will be combined under one
wage type and then then establish the appropriate frequency.

+ Example of one time payment:
*Employee Recognition



Additional Payments

» |f a request has been made or the need exists to create a
one-time deduction, set up the payment on Additional
Payments (0015).

» To access Additional Payments (0015), enter transaction
code PA30 into the Command Field.

fras=ySysterm  Help

Hicaa 214

)| &) @ 52|

[ Faworites
< {3 5AP menu
b [ office
b E Cross-Application Components
P [ Logistics
[ [ Accounting
= {3 Human Resources
1) PPMDT - Manager's Desktop
= {3 Personnel Management 140
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Additional Payments

. Personnel no. 5066

= Click on the Payroll tab o [

Perstrea 4900 Dept Natural Resources EEGroup @ Permanent

PSubarea 0081 Non Represented EESubgroup 03 H-OT Elig-Daily Sche Status  Active

= Select Additional Payments

(001 5) Basic PersanalData ~ Fayroll | Benefits | TimeRecording | Addtl. Person... ||, (<[]
Infotype text [E.J[_] [Period
= Enter Personnel no. B e VIl | @ reros
o Fr. To
. Additional Payments C O Currweek
= Click [ (Create) [T CastteB o ) Current morth
|_|Bank Details O Lastweek
i External Bank Transfers ) Last mom
= Use Additional Payments (0015) ray s v Pt nas
. . |_|Residence TaxArea = o
Fields to complete: ok Taxrea o
[ Direct selection
. Wa e type | Infotype 5Ty
ge typ Additional Payments
= Amount ifage tpe 1143 Education agst Allowance
= Date of origin* Amount 1,500.80  USD
Mumberunit
- C|iCk @‘ (Enter) IDate of arigin 09/10/2004 I
Default Date
= (Click (Save) Assignment number
Reasaon for Change

* Note: The date entered should be within the pay period that

Hn the payment or deduction is desired. 141
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Examples of additional payments include educational assistance
and relocation compensation.

Notice there are no end dates entered here because this is a one
time deduction. The date entered determines what pay period
the deduction will be taken from.




Delimiting Deductions

o . & | Pan0 ajp B
» To delimit deductions,
. [SAFP E4as)y Access
enter transaction code =5 |
PA30 into the Command
. [ Favarites
Fleld. = 9 24P meny
Mame Anthony Peabody
n Select Recurr’ng Enter Delimitation Diate - EEG
PaymentS/DedUCtionS P! DelimitDate 01 182 /2605 [ fSUOLIOUR| 83| H-OT
(0014) T Benefits k Timg
. . . nfotype text E..D Period +—
= Click & (Dellmlt) |_|Basic Pay 7 ® Perio
_Recurring Fayments/Deductions o Fr.
= Enter the Delimit. Datein || oo o
the Enter Delimitation Date || 2a«P==is OFrom
_E}fterna\ Bank Transfers OUpta
bOX |_|Payrall Status 4 @currd
_ReSidenceTaxArea E‘ -
* Click # (Continue) D"“”:”ﬁ"f’“ o
Infotype Recurring PaymentsiDeductio .. 5
HR 142

If you look at the Effective Dating job aid, you will note that this date
should be any day within the pay period.

After you confirm the end date, then you would add ONE DAY to the
date.




Delimit Recurring Payments/Deductions

= Select the deduction(s) you want to end

= Click @ (Delimit)

(V] afd H @@ S HE aDan | EE

Delimit Recurring Payments/Deductions (0014)

6]

Personnel Mo, 20008817 Mame test Shelly

PersArea 10850 Office of Financial Mgmt EEGroup B Permanent

PSubarea DB81 Non Represented EESubgroup 04 M-OT Elig=Daily Sche Status  Active

Choose 01/24/2006 to 12431709399 &Ty Delimit.Date 01/24/ 2006
Wage type Wage Type Long Text |From To O |Amount Crey
2603 STERLIMG BAVING A [02/01/2006 [12/31/9339 A 100.00 |USD |E|
4509 ash Fed StEmploye J1 21072005 (120319999 A 0.00 (UsD I;l

Scenario 3 — Employee Separation 143

Now go back to the Maintain HR Master Data window and use the
Overview button to view the delimit date. It will be ONE DAY less than

what you entered.
For more information on dating in HRMS, see Dates Job Aid.



WSD Personnel

Exercise:
Create a Payroll Deduction (pg 39)
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Review Question

1. What are three examples of an automatic
deductions? (Hint: These are fed to HRMS through
interfaces.)

1. Medical and Dental Plans (0167)

2. Deferred Compensation (0169)
3. Auto/Home Insurance (Liberty Mutual) (0377)

2. What are three examples of a manual deductions?
(Hint: These are entered into HRMS when requested
by the employee.)

1. Credit Unions/Banks

2. Insurance that is not state-sponsored (AFLAC)
3. Parking fee’s

HR 145
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What questions do you have before we move on to the next
topic?




Additional Deduction Procedures

» Additional procedures are located on the Online Quick
Reference (OLQR) and include:

Recurring Payment with a Dollar Limit_Create and Maintain
Recurring Deduction - Create

Recurring Payment - Create

— One Time Deduction - Create

— One Time Payment — Enter

HR 146
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Bonds
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Bond Purchases

» To access Bond Purchase (0103), enter transaction code

PA30 into the Command Field.

Menu Edit Favorites Extras

Systern Help

Bla H @@ S0

SAP Easy Access
= & & |

(1 Favorites
= = BAP menu
[ [ ofice
k2 Cross-Application Compaonents
[ 1 Looistics
B O Accounting
= 4 Human Resources
i) PPMOT - Manager's Desktop
=7 ‘=3 Personnel Management

WSD Personnel
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» Date the bond for the date it was requested to start. The

purchase file will be sent to the Federal Government by OFM

with all monies collected by HRMS at the end of the month.




Bond Purchases

= Click the Payroll tab
= Enter the Personnel no.

= Select Bond Purchases
(0103)

= Click |1 (Create)

G966
Jerome Bogard

Fersonnel no
Marne
Perstrea 4900 Dept Natural Resources

PSubarea 8801 Mon Represented EESubgroup O3 H-OT Elig=Daily Sche Status  Active

Basic Personal Data

‘ Payrall Benefits Time Recording Addtl. Persan
1h

EEGroup @ Permanent

\:hnfuwpe text E.. \j| FPeriod
| ladd. withh. Info. US 7| | @ Period

|Other Taxes US Fr. To
| |IRs Limits USA O Today O Gurrwesk
|_|zamishment Document = Oan ) Current month
‘_|Gam\9hmem0rder F| | O From curr.date O Lastweek
| |Garnish. Adjustent O Upto Today ) Last month
_|Bond Purchases O CumentPeriod O Current Year
[ |EGhd DERarmanan B Chonse
| |Hourly Rate per Assignment =

Direct selection

Infotype STy

149

The “Display of Savings Bond Purchases” report indicates
the date the bond(s) are purchased.

« This is a report that displays savings bond
purchases for employees. The report includes:
number of bonds, bond denomination, bond price,
and beneficiary name.

* More information regarding this report is in the Reports
section of the course.




Bond Purchases
(] a3 A DEE Hhas

= Fields to Complete: Create Bond Purchases (0103)

2 N Owner records | [fMaint. owner records

= Bond series

Personnel No. G066 MName Jerome Bogard

= Bond denominations PersArea 4900 DeptNatural Resources EEGroup B Permanant

. . PSubarea 8001 Mon Represented EESubgroup 83 H-OT Elig=Daily Sche Stalus  Active
= With rotating owner/benef. start 01/02/2006 | fa 12/31/9999
(if applicable)

Bond purchase
Bond series I Band ] Bond purchase 1D aa
Bond denomination 50. 08

= Either the deduction amount or —— -
percentage have to be entered. il otsting owmeroere.

" C“Ck 0 (Enter) Zeu?;ﬂgzzuctmnamt usp

Deduction percentage

= Click g (Save)

Wage types for payroll
Bond deduction WT

Note: Click |ounerrecords | to enter owner || sondbatancawr

information. Beneficiary T

information can also be entered. PR

This information is accessible by I oo

?Oa1v(i)g4:;1ting to Bond Denominations | i e s =
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A rotating owner/beneficiary is when there are multiple owners or
beneficiaries of one Bond Purchase. Once there are enough monies
collected by HRMS to purchase a bond, the bond is then sent to
each owner in the order indicated.

There are two main types of bonds offered.
*The Inflation Indexed - or | Bond
*The Series EE bond replaced the E bond.

@ Instructor Note: The first Series E Bond was sold to President
Franklin D. Roosevelt by Secretary of the Treasury Henry
Morgenthau on May 1, 1941.



Bond Denominations

= |f a request has been made to change or add owners and
beneficiaries to a savings bond, enter the information in
Bond Denominations (0104)

= To access the Bond Denominations (0104) infotype,
enter transaction code PA30 into the Command Field.

& | Paa0 aflp B&aa | o
SAF Cd5) ACCeSS
= | [@ 5]

[ Favarites
= {3 SAP menu
b [ office
- | Cross-Application Components
P [ Logistics
[ 1 Accounting
< {3 Human Resources
2} PPMOT - Manager's Desktop

Hn =2 {3 Personnel Management 151




Bond Denominations [===

MName  Jerome Bogard

u C||Ck the Payro// tab PersArea 4900 DeptNatural Resources EEGroup O Permanent

PSubarea 8001 Non Represented EESubgroup 03 H-OT Elig=Daily Sche Status  Astive

" Enter the Personnel no. Basic Personal Data Benefts | Time Recording | Addtl. Persan... ||,

= Select Bond Denominations Infotype fext ] ]| [Perid

= Click |l (Copy)

Add. Withh. Info. US @ Period
Other Taxes US Fr. To
= The Bond owner’s information
defaults in from previous L

IRS Limits USA ) Today () Currweek
Garnishment Document MO ) Current month
Garnishment Order || | O Fram curr.date O Lastwaek
Garnish. Adjustment O Upto Today
Bond Purchases

) Lastmanth

————— . Current Period CurrentYear
. Bond Denominations [a] =1 oose
lnfotypes- Hourly Rate per Assignment [~] h
= Beneficiary or co-owner Bond purchase D 00
information can be entered. BonloEmeihanmATon —
Mame Joanna Brown
. . . SSNTak-ID 234-56-7009
= |fa benefICIary IS Strest 785 Stoll Drive
pr-ov|ded enter the CityProv Lacey Wa Washington
)

PLZLand 98506 us LISA

data in the Name and
SSN/Tax-ID fields in Benstoiary

. . . e
the Beneficiary section. || seenstiay  nams

() Co nwner SEMNTa-1D

— Click g (Enter)

— Click [@] (Save)
152

« The reserve balance builds up until it reaches the purchase price
of the bond. A bond is purchased. Then it moves on to the next
owner (if there is one).

* Asan FYl - when you open this infotype, the last person’s file
you have open will default into this screen. You just need to type
over the information.

Changing an employee’s address in the Personal Data infotype does
not change the address of a bond owner record. To change
the address of a savings bond owner complete these steps:

1) Access the Bond Denomination screen via transaction
code PA30, select the Payroll tab, select bond
denominations and then select overview.

 Click on the record you want to change the address
for, click the pencil to change the record. Enter an
End date by entering a to date for the last day of the
pay period. Enter. Save.

2) Go back to PA30, select the Payroll tab, select Bond
Denomination, select overview. Highlight the record
you just end dated and select copy. Put a Start date
that begins the record for the day following the date you
end dated the previous step. (Confirm the end date is
12/31/9999 or a specified end date the employee has
requested). Change the bond owner address.
Enter. Save.
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Exercise:
Create a Bond Purchase (pg 43)
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Display Savings Bonds Purchases

» To display savings bonds use
the Display of Savings Bonds Erogran st oo
Purchasesreport & 3 AHIS@EQ OHEB DD Oa
(ZHR RPTPYS1 0) Display of Savings Bonds Purchases
N @ |

Further selections

* |n addition to displaying the

employees who patrticipate in ik

the bond purchase program’ thIS ) Today ) Current month () Currentyear
(' Up to today ' Fram today

report shows the bond purchase || s owerperos

date Feriod E’ﬂ To

Fawroll period

= To view all bonds purchased by | ...
employees in your agency, enter || resomeinumser

your Personnel area and Click[®] || e
(EXGCUte). Payroll area

— To narrow the display, select | ..o
a narrower period of time ® Treeview 6 view
and or a specific employee
to view limited data.
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Display Savings Bonds Purchases (con’t)

= Under the View Option | vewopton -
area of the screen there =2 O Grid View
are two options for ;—
displaying the report
results:

2ldH @@ BREE anon BE @m

Display of Savings Bonds Purchases S =
FANATF % ODHIBTIH

& Choose | i Save |

Display of Savings Bonds Purchases T SIEE o
i Grid View

Evaluation Starts:  01401/1800

Evaluation Ends : 124319599

Pers.No [Employee/appname |Firstname |Purch Date |z hum of Bds| Series| Purch amt | Costs| s Totals! Name of iary|
385130 |FLETCHER NICKOLAS T MICHAEL D BEVILL | 0171512007 | 1] E| 10000[50.00 5000 ELIZABETH CBEVILL

Evaliation Starts :  01/01/1800
Evaluation Ends : 1213119339

|EEfOwner/Purchase Date | Pers. Num. | No. of Bonds | Bond Series | Bond D: |Bond Price|  Totals | Beneficiary Name
< (JFLETCHERNICKOLAST | 385130, 1 50.00
= CIMICHAELDBEWLL 1 50.00

B o11&z007 1 E 100.00 5000 6000 ELIZABETH C BEVILL]
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Exercise:
Display Savings Bond Purchases (pg 47)
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Integration With Other HRMS Components

= Personnel Time Recording components
are integrated with other HRMS areas.

» When time is entered in CATS, it is
transferred to Absences (2001) and i
Employee Remuneration Info (2010)

Payroll
Processing

in an employee’s personnel file. This Time
information is used to pay employees. Management
» The transferred information is directly
pulled from HRMS during the payroll t
processing cycle. :
Personnel

| Administration

HR 158
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Time Transfer Overview

= When time is entered into CATS it remains in the
CATS database unitil it is transferred to HRMS using
a ZCAT transaction

= Once the ZCAT transfer is completed, the time
information populates infotypes 2001 (Absences)
and 2010 (Employee Remuneration Info) in HRMS

CATS _

GAP 1

Payroll

IT2001 _—
—_—

IT2010

Note:

IT2001 is your Annual Leave, Sick leave etc.
Hn IT2010 is your Overtime, Assignment Pay 159
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If you are a GAP 1 agency you enter time and attendance directly into your
agency specific leave system.

*Then it populates into HRMS.

HRMS Time and Attendance course should be attended by those performing
this role for their agency.



Time Transfer

A scheduled ZCATA batch transfer runs automatically
but agencies can run this process manually using
ZCAT6

To run a payroll simulation, the ZCATA or ZCAT6
transfer must be completed so infotypes 2001 and 2010
have the most recent employee time information

When payroll runs, it pulls employee time information
from infotypes 2001 and 2010

ZCATA and ZCAT®6 allows agencies to run payroll
simulation on time entries for employees

SD Personnel
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Agencies do have the ability to run the ZCATS6.




Section 6 - Reports

WSD Personnel
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Accessing Reports in HRMS

= One of the major benefits of
HRMS is the ability to run “on
demand” reports.

» Report data can be pulled in a
variety of ways to enhance
agency business processes.

= You will have access to
reports that relate to your role.
For example, if you are a
Payroll Processor, you will be
able to view specific reports
related to payroll and reports.

= Additional reporting options
are hardcopy, Data
Warehouse, and Business
Warehouse.

HR 162
WSD Personnel

* For example, the Department of Transportation is only able to run
reports that include data belonging to their employees, not other
agencies (such as Department of Fish & Wildlife.)

* A complete list of reports are on the Change Agent website.

» Business Warehouse training will be available after you go live. The
reasoning for this is there is no data currently in the Business
Warehouse for you to access. Data will be transferred into the
business warehouse after your first payroll cycle.



HRMS Customized Reporting - Transaction
Code Map

The Transaction Code
used for this example
is ZHR_RPTPY126

Report GAP # Payroll Posting Report.

HR = Human Resources

1

'Z HR _ RPTPY 126
— e

I I

“Z” = Custom Functional Area
“RPT” = Report PY — Payroll

TM — Time Management
PA — Personnel Administration
OM - Organizational Management

Hn 163
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There are 2 main types of HRMS reports.

1. Standard — These reports were included in HRMS and met
the State of Washington’s business needs.

Example: S _PHO 48000450 (Task Monitoring)

2. Customized — Created by the Department of Personnel to
specifically meet the State of Washington’s business
needs.




Payroll Reports*

Payroll Payroll
= Cancellation of Warrants Issued = Wage Type Reporter
= Cancelled Warrant ACH Report * Year End Reports
= Corrections and Returns for — W-2 Wage and Tax Statement
Agencies — Appointments with EIC at Year
= Display of Savings Bond End
Purchases — Tax Exempt Status Report

= Earnings Statement Benefits

= Employee Year to Date Payroll

, = Active Employees with no Retirement
Register

Deduction Taken

= Payroll Journal » Participation (Retirement)

*  Payroll Simulation = Participation Monitor

= Preemptive Time Data Check «  Retirement 70 day Default

= Reference Personnel Number

Hn * Not a complete list of payroll reports 164




Payroll Simulation

= Use the Payroll Simulation (PC00_M10_CALC_SIMU)
to view/review what an employee is going to be paid prior
to the payroll run.

» Run this report when you need to see how a change to an
employee's pay, deductions, and/or retro calculation will
affect an employee's NET pay.

» |n order for the payroll simulation to be run these two
criteria must be met:

= An employee's payroll master data is complete.

= An hourly employee has time entered in HRMS for the
selected pay period.

— You can run a payroll simulation for the current period or for
another payroll period.

Hn 165
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Payroll Threshold Report

To find payroll errors ahead of time use the Payroll
Threshold Report (ZHR_RPTPYNO09)

= This report is used to view payroll information after a
simulation has been run or after payroll has been
released for corrections by DOP.

= When you need to verify payroll information or you would
like to ensure that employees are set up correctly with
payroll master data.
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Payroll Journal Voucher Report

Use the Payroll Journal Voucher Report
(ZHR_RPTPY376) to display the record of money being
transferred between agencies and funds via Journal
Vouchers.

» When you need to review all transfers of monies between
agencies, Electronic Funds Transfers, treasury and/or
treasury trust account funds.

= Payroll has been exited by DOP.

HR 167
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The federal tax (withholding, social security and Medicare) amounts paid

can be run in the #Third Party Remittance Reconciliation Detail
Report (PC00_M99 URMR) using your Business Area and the vendor
code of #2181700 (IRS).

The DRS JV can be run in the Payroll Journal Voucher Report
(ZHR_RPTPY376) selection 5.

The HCA JV costs can be run in the Payroll Journal Voucher Report
(ZHR_RPTPY376) selection 1. Tran code 327 is Health Care, TC
187 is Medical Aid and 797 are Savings Bonds.

These reports are available for a pay date after payroll exit’s — right
before pay day. They can also be run for past payrolls in HRMS.



Wage Type Reporter

Use the Wage Type Reporter (PC00_M99 CWTR)
to identify transactions automatically recorded in
the Agency State payroll Revolving Account 035
in General Ledger (GL) 5199 Other
payables.

= Agencies should generate this report each payroll. To
receive current results DOP must execute a payroll run
and have stored results during a payroll cycle.

= The payroll cycle must be exited.

Hn 168
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Wage Type Reporter
(con’t)

= These are the roles that can
run this report:

Payroll Processor
Payroll Analyst
Payroll Inquirer
Payroll Supervisor

= Department of Personnel has
created state-wide variants to
help agencies with their
reconciliations.

— Use the procedure
Report_Create and Retrieve
Variants for steps to access
the state-wide variants.

WSD Personnel

Program Edit G

& a0 GO IDHE Dnan DEI@

Wage Type Reporter

@G H )=
Further selections | & 2 Org structure
Selection

Personnel Number
Company Code
Personnel area
Personnel subarea
Employee group
Employee subgroup

Payrall area
Fayrall Interval

Payrall Interval To

Payoll e to

Payroll Periad

Period determination
@ In-View Payroll Periods
() Forview Payroll Periods

Other selections
Wage tyne
[_]Archived Payroll Results
[] Display recs with null values

Object selection

Output
@ SAP Listriewer - Layout
ALY Grid Cantral - Layout
O Excel - Template PC File
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wage Type Statement 4 248 e@Q BHE D000 BE @B

Wage Type Statement
@ & | =
Further selections | & Search helps.

Use the Wage Type Statement == ®

® Current period

(S_AHR_61015611) for

displaying lists of wage type | moo :
amounts based on the payroll | = :
data for the individuals = b
selected. e
The evaluation indicates the oo
number and amount values st -
currently assigned to each :

[JRead cumulated resuits

wage type.

Sort

& Sortsequence

[VISortnames

Form tofals
[ Total per sort group
I Total afer change ofwiype

[

77 start @ 11208 MPMD ... | G MetaFrame Pres... | ) State of Washin... |
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Payroll Journal

Use the Payroll Journal (ZHR_RPTPYN33) to verify the

earnings and deductions for individual employees or groups
of employees in your agency.

= Use the OLQR procedure Payroll Journal (ZHR_RPTPYN33) to
understand the purpose of this report.

— It is used for Payroll certification based on the State of
Washington Office of Financial Management State

Administrative & Accounting Manual (SAAM) Chapter
25.20.30. http://www.ofm.wa.gov/policy/25.20.htm

N

]
| "
n||! )I
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course.

Does anyone remember how to stop a transaction? This was in the Basics

By clicking in the upper most left hand corner of the screen in the dark blue

bar and you should get a drop down menu. Select “Stop Transaction”
Chapter 25.20.30)

This report is used for Payroll certification based on OFM’s policies. (SAAM
level.

The report can also be used for viewing payroll results at an agency level
(business area), personnel area (sub agency) level, and an individual employee
Before you can receive current results, DOP must execute a payroll run and have
stored results during a payroll cycle.

Signatures for certification should not occur until DOP has processed their final
run for the payroll cycle and DOP has generated warrants and ACH.
To run the report:

Enter 11 in the payroll area to indicate semi monthly payroll. This will always
stay the same because the State of Washington process their payroll on a
semi monthly basis.
» If you do not select the “other period” radio button, by clicking the enter
button it will automatically fill in the current period for you.
To get the Personnel Area field to display here you'll have to click on the
“Further Selections” button and select it. Then it will be available for you to
enter your Personnel Area (agency number).
Once you have done all this you can execute the report.

Remember you can save your specific report as a variant. The next time you
retrieve your variant, all you would need to do is update the pay period dates.




Warrant /| ACH Register and Summary

Use the Warrant/ACH Register and Summary
(ZHR_RPTPY635) to display both detail and summary
information for warrants and ACH.

= View the employee's warrant or ACH number and pay
amount.

= Run after Payroll is exited.

Hn 172
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Adjustments to Earnings Subject to
Employment Security

Use the Adjustments to Earnings Subject to Employment
Security (ZHR_RPTPY123) to display warrants cancelled
outside of the quarter they were originally issued.

Program  Edit G Help

= Cancellation of Warrants - O TEEEEE
|Ssued Adjustments to Earnings Subject to Employment Security
© | =
= Used to update quarterly 2ousn
Unemployment Insurance T s L Bom
data. This report -
supplements the quarterly =
interface file Employment
Security receives to make e
any adjustments resulting S
from warrant cancellations.
| Additional Selections B

H n ‘ Accoun it Number
v rsonnel




Payroll Posting Report

Use the Payroll Posting Report (ZHR_RPTPY126) to
display payroll funding/accounting transactions for
employees payroll.

= When the agency's payroll office has completed an Off-cycle
reversal in which employee(s) warrants or EFT payments are
cancelled because of errors or discrepancies.

» Run after Payroll is exited.

= This report reads payroll posting data after it has been
processed including interfacing with the ALAS (financial)
program.

= The employees will be identified on the Preemptive
Compensation Data Check (ZHR_RPTPYNOS8)report as

having a cancelled warrant.

ALAS Automated Liability Apportionment Solution

Hn program 174
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«  The employees will be identified on the Preemptive Threshold Check
(NO08) report as having a cancelled warrant.



Corrections and Returns

Use the Corrections and Returns (ZHR_RPTPY151)
report to display the pre-notification (pre-note for direct
deposits) corrections and errors when an agency needs
to correct on the employee record.

— Use this to display the pre-note (for direct deposits)
corrections and rejects the agency needs to correct on the
employee record.

— Run this report on a daily, semi-weekly or other regular
basis for any Notifications of Changes (NOC) or Returns
that may have come from the Bank.

— Run this report daily.

175
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&> Failure to monitor this report may result in Automatic Deposits
not being processed accurately.

|||l|l|~.
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Employee Year to Date Payroll Register

| | U S e th e E m p I ovee Yea r Prograrn  Edit Goto  System  Help

. ] eI CEe@ I QEE ODOH
TO Date RegISter Employee YTD Payroll Register Report

(ZHR_RPTPY646) to G

display a detailed report | e sdcions =
of employee YTD totals. | == L .
This report is run after .
every payroll cycle, off
cycle and yearly for the ==
accumulated amounts. Farsonat e
Creates a snapshot at e
end of each calendar Emoiee cubgroup
month (following 25th
payroll).
Hn 176
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For step by step instructions on how to use this report, follow the
procedure located on the OLQR Employee Year To Date Register
(ZHR_RPTPY646)




HRMS Earning Statements

= When the payroll process is complete, earnings statements
are printed at the Department of Information Services
where they are sorted by agency, work location and name.

» Some agencies pick up the earning statements at DIS and
are then responsible for distributing earning statements
(based on defined agency procedures).

HR 177
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Agencies should have established distribution processes for
earning statements.

Note: Some Earnings Statements may push into three or four
pages (based on the number of deductions or wage types).

Contributions, deductions, leave, and pay are consolidated onto
the Earnings Statement.

You are able to print an additional earning statement locally if
desire. See the OLQR for procedure.




HRMS Earning Statements

= Can now be viewed online with Employee Self Service for
Washington State Employees

= http://win-shrweb.dis.wa.gov/olgr/nav/index.htm

HR On-Line Quick Reference

WSD Personnel

Home I Messages I Glossary I Contact I About

Welcome to Washington State's Human Resource
Management System

HRMS PORTAL

This is a secure application and available
anly to
Wyashington State emplayees

Juserip ~ |
| Password =

Hn HR Copyright June 2005 178
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Agencies should have established distribution processes for
earning statements.

» Note: Some Earnings Statements may push into three or
four pages (based on the number of deductions or wage

types).
Contributions, deductions, leave, and pay are consolidated onto
the Earnings Statement.

You are able to print an additional earning statement locally if
desired. See the OLQR for procedure.

+ ESS offers:

» View and print your earnings statement for the current
pay period

* View and update your permanent and mailing address
* View and update your emergency contact information
» View and update your e-mail address




Earnings Statement - Side 1

* Employer S e o * Payroll Date
Name and ' Work
.
Number \ / Location
* Employee i * Personnel
AddreSS Employer Location . Payroll Area
2250 Vvashington State Patrol .
* Pay Period
* Anniversary
I e
02/0172004 02/1512004
Total Earnings + - Total EE - Voluntary i = HNETPAY
1,887 50 46045 226813 25182 ° TOtaI Net
Pay
Payment Type Payment lumber Account Payment Bank Amount
wartant 1,018 * Total
Deductions
* Payment
Total llet Payment 1,2901.92 Type
HR 179
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In the top left area, the Employer Name and Number (in this
example Washington State Patrol, 2250) display. Also located in this
area is the employee name and address (blacked out for
confidentiality reasons).

= The address is designed to fit in a standard window envelope
for mailing purposes and meets the United State Postal
requirements.

In the top right area, the Payroll Date (2/25/2004), Location (only
displays if the employee has the location saved in their file to have a
check distributed at work), Personnel Number (blacked out for
confidentiality reasons), and Payroll Area (semi-monthly) display.

= Also located in this area are the Exemptions (as defined by
employee for tax purposes, in this situation 0), the withholding
status (Single), the Pay Period (2004-04), the employee’s
Anniversary Date (01/01/2004), and the Begin and End dates of
the Payroll Period (2/01/2004 and 2/15/2004).

In the bottom area of side 1, the Total Earnings (1,957.50),
Allowances (0), the Total employee Mandatory Deductions (468.45)
and Voluntary Deductions (226.13) are calculated and Net Pay
(1,291.92) is determined.



Earnings Statement - Side 1 (con’t)

Leave / Quota Balances Begin Earned Taken Adjust Balance
Sick Leave E7.00- 0.00 .00 0.00 67.00-
Arnnual LeaveYacation 0.0o0 0.00 o.00 0.o0 0.00
Juz. Excess Leave 0.0o0 0.00 o.00 0.o0 0.00
Excess Wacation Acrual 0.00 0.00 0.00 0.00 0.00  Usebefore 1273172005
Personal Haoliday - Shift 0.o0 0.00 .00 0.00 0.00 Use before 12/31/2005
: Lekave g « Important
}a enan leave
bealve usage
Va ances restriction
* Vacation information
taken and
vacation
balances

WSD Personnel
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The bottom of side one of the earnings statement displays an

employee’s leave information.

Leave is defined by type (i.e. sick leave) and the balances are

noted.

In this example, the employee has a beginning sick leave balance

of 67.00 hours.




Earnings Statement - Side 2

WSD Personnel

Page2 [ 2
Position Title Earnings Type Hrs/Unit Rate Amount Y1D
Fin Position Tes 1003 Pay Period Salary 61.25 0.00 1,531.25 5531.25
1261 Unpaid Abssnces 0.00 0.00 1250 12.50
1308 Exch Time in lieu of Sick 0.50 0.00 12.50 12.50
1309 Sick Leave - Family Care 1.28 0.00 3125 3.25
1311 Wac. Lv. - Parent 1.00 0.00 2500 25.00
1312 Vac. Lv. - Family Care 1.25 0.00 3125 31.25
1313 Wec. Lv. - Bereav. Nrep. 1.50 0.00 3750 37.50
1314 Vac. Time in lieu of Sick 073 0.00 1875 18.7%
1316 Pers. Hol - Parertal 1.50 0.00 3750 37 .50
1317 Pers. Hol. - Fam Emergncy 0.25 0.00 §.25 B.25
1318 Pers. Hol. - Family Care 075 0.00 1875 18.75
1319 Pers.Haol. - Bereav. Nrep 1.79 0.00 4375 43.73
1323 Court-MotwirkRel (NonRep) 07s 0.00 18.75 18.75
1324 Bereavement Lv Mon Rep 1.00 0.00 2500 25.00
1325 Recognition Leave Nrep 2.00 0.00 5000 50.00
1326 military leave - all agys 0.25 0.00 £.25 625
1327 R&R Lv (AGR/DNR/DOTIMILY ~ 0.25 0.00 625 B.25
1338 Comp. Time - Family Care 075 0.00 1875 18.75
1340 Comp. Time - Bereav. Nrep 1.25 0.00 3125 325
1341 Comp Time in lieu of Sick 1.00 0.00 25.00 25.00
1342 Comp. Time - Parental 0.50 0.00 1250 12.50
Total Earnings 1,937.50 5.987.50

Earnings by
Type

Hours used

Rate

Amount

YTD calculations

Total Earnings

181

On the top portion of side two, hours are broken down by earning
category, hours, and rate. Earnings types are wage types that
employee time is attributed to.

Most employees have two to three lines in this area per payroll

period.

In this example, we have displayed numerous earning types. In this
payroll period, the employee earned 61.25 hours for 1003 — Pay
Period Salary. After calculations, this translated to $1,531.25.

Instructor — Explain some other earning types that display in this
example and have participants locate the amount that was paid for

that payroll period.




Earnings Statement - Side 2 (con’t)

Allowances Allowances Amount TD |[Noncash Taxable Amount vis]l Noncash
2512 Dental DP Impuled Income 3500 105.00 T
axable
Earnings
Total lloneash Earnings: 3500 105.00
Mandatory Employee (EE) Mandatory Deductions Amount YTD || Voluntary Deductions Amount YTD
Ded . 01 TH Withhalding Tax 31126 93950 ||2272 52 State Fatrol Refire 2 |75 11875 Voluntary
eduction 1403 TX EE Social Sscurty Tax 12540 37774 ||2458 Met Lite 4038 938 29938 Deducti
A t 1405 TX EE Medicars Tax 2932 8834|2503 Kaiser after-tax @sn 14850 eductions
mounts 1442 TH EE Supimtal Pensian Tx 20 735 ||2620 v aKiMA vALLEY CR N 7s0 11250
1443 TX EE Medical Ald Fund Ta 125 449

Lot LEMandatory Deguetions 469,45 13510 ]

[Frployer (ER) Combitions . Amount___ V10|
Employer 1404 TX ER Social Security Tax 12540 T4
i i 406 TX ER Medicare Tax 2932 68.34
Contributions 432 TX ER Accident Fund Tax 3.20 1150
433 TH ER Medical &d Fund Ta 1.25 449
434 TX ER Suplmtal Pension Tx 2.22 7.98
2550 Health - ER Share 25245 75735

Total Voluntary Deductions 2643 63013

Total R Contributions 4334 1.247.40
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The Allowances area shows a breakdown of allowances earned
during the pay period.
= In this example, no allowances were taken out.

The Employee (EE) Mandatory Deductions Amount area shows
taxes and other deductions that were withheld.

= For example, this employee had Withholding Tax, Social
Security Tax, Medicare Tax, Supplemental Pension Tax, and
Medical Aid Fund Tax taken out of their earnings.

The Employer (ER) Contributions area shows the pay period and
year to date amounts that were withheld at the employer’s expense.

= For example, this employee contributed to Social Security Tax,
Medicare Tax, Accident Fund Tax, Medical Aid Fund Tax,
Supplemental Pension Tax, and Health.

The Noncash Taxable area shows the taxable contributions that
were noncash earnings.

= In this example, dental insurance is a noncash contribution.

The Voluntary Deductions area shows the deductions that an
employee has requested to have taken out of their pay.

» |n this example, the employee is deducting to the State Patrol
Retirement, Met Life, Kaiser, and Yakima Valley Credit Union.




Summary

Throughout this course, you have learned to:

= Describe an overview of how employee information
is created and maintained in HRMS

= |dentify new terms and concepts specific to payroll
master data creation and maintenance

= Create and maintain employee’s payroll master data
= Describe the benefits process

= Assign recurring and single payments and
deductions

= View Reports

= | ocate the OLQR
IR 183
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%éé_;- Explain these objectives were for the entire course.




HRMS Reporting - OLQR Resources

See the OLQR for the following User Procedures:
= Variants_Create and Retrieve
= Job Aids — A-Z, General Reporting

WSD Personnel

-

184




Resources

= The following resources are available to you:

— Department of Personnel Help Desk
(360) 664—6400 Email: helpdesk@dop.wa.gov

— The On-Line Quick Reference (OLQR)
http://win-shrweb.dis.wa.gov/olgr/nav/index.htm

— Customer Support Website
http://www.dop.wa.gov/HRMS/CustomerSupport

— Department of Retirement System
http://www.drs.wa.gov/

— Office of Financial Management
http://www.ofm.wa.gov/
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= Instructor — Please show end users the materials available
on the HRMS End User Website.




Training Tools

* HRMS On-line Quick Reference (OLQR): On-line help

that provided you with step-by-step instructions designed to
help you complete tasks in HRMS.

3 state of Washington HRMS OnLine Help Center - Microsoft Internet Explorer
Ele Edt Vew Favortes Toos tep

Qeack - © - [¥] &) @ POsearch Fravories @ 2 W - 3
cress ) http:/fwin-shrweb.dis.wa.gov/olar/navindex htm

v Boo Liks ]

Hﬁ On-Line Quick Reference

weme I

e e
Welcome to the State of Washington HRMS OnLine Help Center!

The On-Line Quick Reference (OLQR) cortains instructional materials to help you perform day-to-day tasks in the
Human Resource Managernent System (HRMS). It is organized by functional areas, search options, and other resources
Click the About button to learn more on how to use OLQR and locate information

Functional Areas Search Options Other Resources

+ Organizational . .

Management HRMS Reports Customer Support
+ Payroll Processing + Job Aids A-Z - updated

+ Personne | Administration

|« Careers Web site

+ User Procedures A-Z +E-R

iting
+ Time Management

+ Employee Self
Service
Updated: 110108

Note: Open Web sites in new window

Website address: http://win-shrweb.dis.wa.gov/olgr/nav/index.htm

HRMS Job Aids

Quick access to relevant HRMS information.
HRMS OLQR

» An online help tool that contains user procedures and process flows to
be used during all activities in the training.

+ HRMS also contains Context Sensitive Help. When accessing the Help

feature while working in HRMS, the OLQR will display procedures related
to the transaction the user is currently working in.



Job Aids

The following job aids are available to you and
are applicable to Maintain Payroll Master Data:

— Accessing HRMS ket
— HRMS Basics

— General Reporting

Maintain Payroll Master Data
Employee Hiring and Processing
— HRMS Resources

Effective Dating for Payroll
Calculations

HRMS Basics

Website address: http://www.dop.wa.gov/HRMS/CustomerSupport/

Instructor — Please refer to these job aids and point out what
you can find on each one.

= While you are in class, you can review the job aids found in the
binder on your desk. These binders are to remain in the
classroom.



Customer Support

T h e C u Sto m e r ‘About HRMS Customer Support - Microsoft Internet Explorer

Fie Eit Ven cavites Toos Feb

Support websiteis|o . o 1 2 & o o e 3 .

Back Steo Refiest Hame Serch  Fawits  Hstoy  Pintrevien  orint

a point of contact |- @ I —
for internal and MenS C SN GEND GEE SHEN

. DOP Services Rues Forms Publications Pay Ranges Job Classes Appeals & Reviews
external clients of B pr—
» ——
) . 4. 4:
DOP’s Information N 4447
Customer Support is the point of contact for internal and external ~ §, <
. clients of DOP's information systems, websites and intemal f ' - .
networks. R
systems, websites ¢
. a--PPA Staff membere heve expertise in the areas of customer senvics, user
- TechnisalInformation _training, system applicetions, suzh 3s the central personnelpayroll
a n I n e r n a systems (FAY1), HRMS, online nelp documentetion, and uszr Related Links
communication.
» Third Quarter RS 941
networks Customer St s el e
- Video 8 Form 941 Report

» Client Suoport and Cemmurication

» System Training (HRMS, Business Wareheuse)
» Help Des«

» Client Secuty

0
» HRIS Release 2

Hn Website address: http://www.dop.wa.gov/HRMS/CustomerSupport/ 188
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t2= Instructor — Explain that the Customer Support website contains
a lot of the same information that was found on the HRMS

project website.




HRMS Message Center

= When an issue or update needs to be communicated to HRMS
users, Customer Support transmits a ZAlert that instructs user to
access the HRMS message center for an update.

» Messages can be accessed through the Customer Support
website http:/www.dop.wa.gov/hrms/CustomerSupport/messages
or through the OLQR.

Hn h 189
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= Be sure to check the message center frequently, as you may miss
ZAlerts from earlier in the day.

» Old messages will be saved in an Archive file.



ZAlert System Messages

» Messages are sent by the ISD Customer Support unit and will
appear when logged into the system or when first logging in.

— ZAlert messages will last up to 2 hours after being
displayed. When the message expires you will no longer
see it.

» Messages will vary and may contain information regarding
payroll pick-up or may direct you to the HRMS Message
Center.

Attention

Animportant notice was added to the message screen.
To access, enter JoPAZ20 in the command field.

From the menu bar, click Help and select HEMS Help
In the pop-up security alert bax, click OK

From the OLQR tool bar, click the messages button
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Question and Answer

WSD Personnel
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make sure that all questions from the parking lot have been

Instructor — At this time answer any un-answered questions and

addressed or will be followed up on. Hand out the evaluations

while answering questions.




Training Evaluation

» Please take a few minutes to complete the (2 page)
course evaluation.

WSD Personnel
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Please complete both sides of the evaluation.




Please return your visitor badge to the bin
next to the door on your way out.

Thank you

for your participation
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You can return your badges to the clear box, near the door.
Please take all items you brought in with you, out with you.



